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Federal Railroad Administration Highway-Rail Crossing Division

Section 1. Before You Begin

All examples and screenshots provided in this document are notional and not intented to
represent any specific user or business relationship.

GCIS v2.0 Is a Role-Based System

As a GCIS Application Administrator user, you are assigned one of three Admin roles: GCIS
Admin, FRA Admin, or Data Tech Analyst. Your system access — what you can/cannot do in
GCIS — is determined by your role. For example, users with the role of GCIS Admin can (among
other things) (1) manage lookup values; (2) create new users and assign them the role of GCIS
Admin, FRA Admin or Data Tech Analyst; and (3) approve any newly registered pending users;
whereas users with the role of FRA Admin can only (1) approve pending Primary User
accounts, (2) manage all user profiles, not including GCIS Admins; and (3) create new users
and assign them the role of FRA Admin or Data Tech Analyst.

Note: This Admin Web User Guide is written using the role of GCIS Admin, with access to all
properties.
GCIS Employs Several Navigation Options

Top Navigation Tabs

Each page in GCIS v2.0 has nine navigation tabs on the top of the page: Home, View
Crossings, Update Crossings, Add New Crossing, File Upload, User Management, Admin
Tools, Reports, and Help (Figure 1). Click these tabs to move to different system pages or to
access available reference documents.

Note: The User Management tab, when moused over, displays additional sub-menu items. The
Admin Tools tab will not be available to FRA Admins and Data Tech Analysts.
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Federal Railroad Administration Highway-Rail Crossing Division

Y-SVl Federal RR Administration [FRA | v IeEGRE Welcome Super User (GCIS Admin) [ Sign Out ]

@ Office of Safety Analysis

[ |
Welcome to the Grade Crossing Inventory System (GCIS) .
= Sub-menu items
GCIS will allow agencies the ability to view, update, and add new crossing information about each public and private highwa - ughout
the site by using the top-navigation menu or clicking on the links provided below.
* View an Existing Crossing
» Update an Existing Crossing
» Add a New Crossing
Pending Crossing Records
The table below provides a list of all saved crossing records you have access to edit, but have not been submitted to the National Crossing Inventory Record.
Crossing I ] [ Filter |
Crossingl Primary O i il Report Type Submission Type | Crossing Type | Crossing Purpose | Crossing Position Date Modified Action
072912H BNSF Full Inventory Record | File Upload Private Highway At Grade 8/22/2014 10:54:01 AM Edit Cancel
090554Y Bulk Upload Error Secure API 8/18/2014 2:19:46 PM Edit Cancel
Figure 1. GCIS v2.0 Top Navigation Tabs
Hyperlinks

Links in GCIS v2.0 are blue in color and, when clicked, open the item named in the link. For
example, in the figure shown below, you can see that all links on the home page are displayed
in blue, indicating that these are hyperlinks.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

Welcome to the Grade Crossing Inventory System (GCIS)

GCIS will allow agencies the ability to view, update, and add new crossing information about each public and private highway-railroad. You can navigate throughout
the site by using the top-navigation menu or clicking on the links provided below.

* View an Existing Crossing .
» Update an Existing Crossing Hyperlinks
* Add a New Crossing

Pending Crossing Records

Figure 2. GCIS v2.0 Links

Clicking a hyperlink, in this example, opens the Update an Existing Crossing Inventory Record
page (Figure 3).

9
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Federal Railroad Administration Highway-Rail Crossing Division

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

-

Update an Existing Crossing Inventory Record

GCIS Home > Update Existing Crossing

This page will allow you to update an existing crossing inventory record that has been previously saved or submitted. To edit a record, enter the Crossing Number
provided in the field below, then press the Update button.

Enter Crossing Number: [

Note: Crossing Number must be six digits followed by a letter.

Quiet Zone Update?

Quiet Zone No ‘' 24 hr ') Partial ' Chicago Excused Date Established |
Railroad: [A&RLine Inc. [ARE ] M

View Privacy Policy | Contact Us

Figure 3. Update an Existing Crossing Page

Breadcrumbs

The breadcrumb trail is a navigation aid allowing you to keep track of your locations within the
application. It is displayed below the page title header text and provides links back to each
previous page, separated by a greater-than sign (>).

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

Breadcrumb: Links in blue will navigate e

you back to the appropriate pages

Manage GCIS Users

GCIS Home > User Management > Add Internal Users

Add New Internal User Wizard

Figure 4. Breadcrumb Navigation Trail

Page Numbers

If you look at the bottom of any “table” in GCIS v2.0, you will see a page number, as well as a
first page (|<), previous page (<), next page (>), and last page arrow (>|). Click on the down

10
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Federal Railroad Administration Highway-Rail Crossing Division

arrow located to the right of the page number to skip to a particular page number in a given
table (Figure 5) OR click the arrows to the left and right of the page number to skip to the first,
previous, next, or last page (Figure 6).

Pending Crossing Records

[The table below provides a list of all saved crossing records you have access to edit, but have not been submitted to the National Crossing Inventory Record.
Crossing | || Filter |

Pending Crossing Inventory Records

CrossinglD Primary Operating Railroad Report Type Submission Type | Crossing Type | Crossing Purpose | Crossing Position Date Maodified Action
072912H BMSE Full Inventory Record File Upload Private Highway At Grade 8/22/2014 10:54:01 AM | Edit | Cancel
050554 Bulk Upload Errar Secure AP 8/18/2014 2:19:46 PM Edit Cancel
030554 Bulk Upload Error Secure AFI 8/15/2014 2:15:05 PM Edit Cancel

172074R - N CTH Full Inventory Record Online Form Public Highway At Grade 7/31/2014 1:34:48 PM | Edit | Cancel
345TI0B Bulk Upload Error File Upload /282014 11:33:19 AM Edit Cancel
350148W csx Full Inventory Repaed Eila llninzd Pricats Hich At Grade 8/28/2014 11:39:24 AM Edit Cancel
3501490 osx ralinventory el Click on the down arrow By At Grade 8/28/2014 11:39:24 AM Edit Cancel
350150% s samentoryzd 10 @advance to that page Ly At Grade 8/28/2014 11:35:25 AM Edit Cancel
474285% OMID Railroad Data Only Online Farm \ / 8/1/2014 3:09:11 PM Edit Cancel
474285X OMID Railroad Data Only Online Form 812014 11:13:48 AM

Figure 5. Advance Using Page Numbers

TIETOTW i3 T FubTc T Tighway A Grads Y PIVFIGE SRt Ear
7210604 ATW Previous Page { NextPage ptcrao= 7/20/2014 6:53:39 FM Edit
727604R NS PJE\ § High / At Grade 7/20/2014 6553:33 PM
930668H First Page I\ Private Hig Ay /a, Last Page bo/2014 6:53:39 PM

Page: 1-19 of 19

Figure 6. Advance Using Page Arrows

GCIS Web Session Management

GCIS v2.0 will allow each user’s session to remain open for a maximum of 30 minutes. If, at
any point in time the session becomes inactive for 30 minutes, the system will inform you that
your session is about to expire. You will have the option to extend your session by clicking on
the Extend button or exit the application by clicking on the End Session button (Figure 7).
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Welcome Super User (GCIS Admin) [ Sign Out ]

Federal Railroad Administration

. Office of Safety Analysis

==

Welcome to the Grade Crossing Inventory System (GCIS)

yrovides a list of all saved crossing records you have access to edit, but have not been submitted to the National Crossing Inventory Record

| Fiter_|

CrossinglD | Primary Operating Railroad Report Type Submission Type | Crossing Type | Crossing Purpose | Crossing Position Date Modified Action

8/22/2014 10:54:01 AM ‘ Edit H Cancel
050554Y Bulk Upload Error Secure AP 8/18/2014 2:19:46 PM Edit [ Cancel

072912H BNSF Full Inventory Record File Upload Privats Highway At Grade

090554Y Bulk Upload Error Secura AP 8/18/2014 2:15:05 PM Edit ‘ Cancel ‘

Figure 7. Session Timeout Notification Window

If a response is not provided within 5 minutes, the system will automatically log you out of
GCIS and return you back to the Sign In page. Otherwise, if you extended your session, the
system will remain open with your existing session.

GCIS Home Page

The GCIS Home page is your landing page upon system login. This page serves as your
personal dashboard. Use it to navigate to different pages, view pending crossing records that
have been saved by you or registered users of GCIS (Figure 8).
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JY-Z Federal RR Administration [FRA | v IeEREE Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
[

Office of Safety Analysis

I e e e e e W M

Welcome to the Grade Crossing Inventory System (GCIS)

GCIS will allow agencies the ability to view, update, and add new crossing information about each public and private highway-railroad. You can navigate throughout
the site by using the top-navigation menu or clicking on the links provided below.

* View an Existing Crossing

» Update an Existing Crossing
« Add a New Crossing

[The table below provides a list of all saved crossing records you have access to edit, but have not been submitted to the National Crossing Inventory Record.
Crossing | | I Filter |

Pendiﬁg Crossing Inventory Records

Crossing| Primary O i il Report Type Submission Type | Crossing Type | Crossing Purpose | Crossing Position Date Modified Action
0729124 BNSF Full Inventory Record File Upload Private Highway At Grade 8/22/2014 10:54:01 AM | Edit l Cancel
0503554Y Bulk Upload Error Secure API 8/18/2014 2:19:46 PM Edit Cancel
020554Y ’ ‘ Bulk Upload Error Secure API | 8/18/2014 2:15:05 PM i Edit I Cancel ]

Figure 8. GCIS v2.0 Home Page

Site Header (Logged In User Information)

The black row located above the site header will display the current logged in user’s name,
role, a sign out link, and the name of the agency the user is registered with (Figure 9). This
information will always be displayed (as long as your session remains open, which is set to 30
minutes).

Note: The Agency drop-down list will be disabled for all GCIS Admins, FRA Admins, and Data
Tech Analysts. This control will only be enabled for users of Railroad, State, and Transit
agencies that were delegated to report on the behalf of other agencies. Please reference the
Delegations section for more information regarding the Delegation process and setup.

[V Federal RR Administration [FRA | v IEERES Welcoms, Super User (GCIS Admin) [ Sign Out ]

Name of agency the road Rdministrenen logged on user’s name

user is registered with ~ |FAGE]

m P— /£ | Linkto exit GCIS

Welcome to the Grade Cross| Link to change the agency User’s role
GCIS will allow agencies the ability to view, (dlsabled for GCIS Admln, FRA
the site by using the top-navigation menu o| Admin, and Data Tech

« View an Existing Crossing Analyst)

« Update an Existing Crossing
« Add a New Crossing

h public and private highway-railroad. You can navigate throughout
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Figure 9. GCIS v2.0 Site Header

Site Footer

The black row located at the bottom of each page will display links to view the Privacy Policy
and Contact Us page. The Privacy Policy, upon click, will display details regarding privacy
information in a popup dialog box. To close the box, click on the X located in the upper-right
corner. The Contact Us link, upon click, will redirect you to the GCIS Help > Contact FRA page
containing information on how to contact FRA for questions or support.

474285X ‘ OMID ‘ Railroad Data Only ‘ Online Form ‘ ‘ ‘ ‘ 8/1/2014 11:13:48 AM Edit Cancel \
<<=~ Page: 14 of 4

View Privacy Policy | Contact Us

Figure 10. Site Footer

Quick Links

GCIS v2.0 provides you the ability to quickly navigate to the view, add, and update crossing
pages by utilizing the links available on the home page (Figure 11). The View an Existing
Crossing link (also the View Crossings tab) will redirect you to the View an Existing Crossing
Inventory Record page. The Update an Existing Crossing link (also the Update Crossings tab)
will redirect you to the Update an Existing Crossing Inventory Record page. The Add a New
Crossing link (also the Add New Crossing tab) will display the Add a New Crossing Inventory
Record page.

JY-Zl Federal RR Administration [FRA | v IeERES Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
@ Office of Safety Analysis

Welcome to the Grade Crossir £—szm (GCIS)
GCIS will allow agencies the ability to view, ug QUICk Links g information about each public and private highway-railroad. You can navigate throughout
the site by using the top-navigation menu or d below.

* View an Existing Crossing /
» Update an Existing Crossing

+ Add a New Crossing

Figure 11. Home Page Quick Links

Pending Crossing Records Tab

This table provides a list of all crossing record(s) that were saved by you or Railroad, Transit,
and State agencies, but have not been submitted to the National Crossing Inventory, allowing
you to quickly access these records for viewing and updating (Figure 12).
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The table will also allow you to search and filter the list to return a specific crossing by
entering the Crossing Number into the Crossing field, and then pressing the Filter button.

To update a record in this list, press the Edit button. Performing this action will redirect you
to the Online Grade Crossing Inventory Form in update mode. To cancel a record and remove
it from the list, press the Cancel button.

The table will display 10 records at a time and you can page through the table using the page
numbers located below the table.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

Welcome to the Grade Crossing Inventory System (GCIS)

GCIS will allow agencies the ability to view, update, and add new crossing information about each public and private highway-railroad. You can navigate throughout
the site by using the top-navigation menu or clicking on the links provided below.

Enter Crossing Number into
Crossing field to search for a
specific crossing record

Crossings saved by you or

The table below pNides a list of all saved crossing records you have access t users of Railroad, State, and
Crossing | || Fitter | Transit agencies

| Crossing Inventory Record.

Pendiﬁg Cmssiﬁg Inventory Records

CrossingiD ‘ Primary Operating Railroad J‘ Report Type [ Submission Type | Crossing Type | Crossing Purpose :‘ Crossing Position Date Modified Action }
) !
072312H BNSF ‘ Full Inventory Record ; File Upload Private Highway ‘ At Grade 8/22/2014 10:54:01 AM Edit Cancel
0505547 Bulk Upload Error Secure API 8/18/2014 2:19:46 PM Edit
i 090554Y - ' Bulk Upload Error [ Secure API 7 ‘ ‘ i 8/18/2014 2:15:05 PM | Edit I Cancel 7 |

Figure 12. Pending Crossing Records Tab

Section 2. GCIS Pages

Online Grade Crossing Inventory Form

The Online Grade Crossing Inventory Form is an online web version of the U.S. DOT Crossing
Inventory Form (FRA F 6180.71), containing the Header and all five Parts of the form. This
form is considered the Full Inventory Record form. There is a second form called the Railroad
Data Only form. This form will only display Parts | and Il of the inventory form containing a
subset of the fields. You will be able to save and submit crossing records using the online web
form, along with saving a PDF copy of the record to store locally on your computer. It contains
several features and functionalities that will be further explained in subsequent sections.

Understanding the Online Grade Crossing Inventory Form
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This section provides a description on how to read, navigate, and understand the online web
form. The form contains many different types of web controls, providing an ease of use. The
online web form features the following web controls (Figure 13):

Calendar: a calendar icon j, upon clicking, will display a calendar in a popup that
allows you to navigate to a specific month or year quickly, and selecting a date, which
will then display in the proper format into the text field provided

Radio button: a small circle that has given text displayed next to it, typically to its
right, allows you to select only one value

Checkbox: allows you to toggle an option on or off and select multiple values within
its group

Drop-down list: usually displayed with a down arrow, allows you to select a single
item from a predefined list of options

Open Text Field: allows you to enter any text value

Note: Some text fields will limit you to entering only numeric values, alpha characters,
or a specific number of characters

Certain field controls are disabled to prevent you from completing that information, whether
it is not required by your agency or it is not required due to a selection made from another
field within the form. Disabled fields are controls that have been greyed out.

The figures below depicts the many features of the Online Grade Crossing Inventory (Full
Inventory Record) Form.
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J -2\ "Ill Federal Railroad Administration v EIERES Welcome Super User (GCIS Admin) [ Sign Out ]
Admini

Link allowing you to save a PDF
copy of the crossing record

| DOT Crossing
Inventory Number

Tabs to navigate to the
different parts of the form

TCOTY TOTTIT

Online

GCIS Home

3] Crossing ID = 061625P
Save a PDF Copy . .
Reporting Instructions
&3] pertn) Partin PartsiVand Vv
Instructions for the initial reporting of the following types of new or previous! crossings: For public highway-rail grade crossings, complete the entire
inventory Form, with the exception of Part | Item 20 and Part Ill item 2. vate highway-rail grade crossings, complete the Header, Parts | and II, Part 1l ltem

2.K., and the Submission Information section. For public pathway grade crossings (including pedestrian station grade crossings), complete the Header, Parts1and Ii,

and the Submission Information section. For Private pathway grade crossings, complete the Header, Parts | and Il, Part Ill item 2.K., and the Submission Information
59 ay rail or pathway crossings (including pedestrian station crossings), complete the Header, Part I, and the Submission
Il Calendar control existing data, complete the Header, Part | items 1-3, and the Submission Information section, in addition to the updated data
fi onal field.
A. Submission Date % B. Reporting Agency C. Reason for Update D. DOT Crossing

10/30/2015 i O Railroad O state O Transit @ FRA Internal | [Select One..... | Inventory Number

N 061625P

Part I: Location and Classification Info!

1. Primary Operating Railroad 2. State Drop-down list control
BNSF Railway Company [BNSF] v T o N
4. City/Municipality 5. Street/Road Name & Block Number 6. Highway Type & No
CAMBRIDGE v [11TH AV SE | |
O Near (Street/Road Name) |* (Block Number) |MN 45
7. Do Other Railroads Operate a Separate Track at Crossing? 8. Do Other Railroads Operate Over Your Track at Crossing?
OYes® No es O No
If Yes, Specify RR If Yes, Specify RR
Vi, . Canadian Pacific Railway Comp: |,/ Union Pacific Railroad Company V|,
v, Open text field control Canadian National - North Ameri \v|,(Select One..... v
3. Railroad Division or Region 10. ubdivision or District 11. Branch or Line Name 12. RR Milepost
N o —
TWIN CITIES [INone HINCKLEY [Onone [BOYL-COON CREEK | [INone | ~(prefix) | nnnmnnn | (suff)
13. Line Segment * 14. Nearest RR Timetable Station * 15. Parent RR (if applicable) 16. Crossing Owner (if applicable)
[0028 [CAMBRIDGE Select One..... v N/A Select One.... v| Mna

Figure 13. Features of the Online Grade Crossing Inventory Form (Full Inventory Record) — Part 1
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17. Crossing Type 18. Crossing Purpose 19. Crossing Position 20. Public Access 21. Type of Train 22. Average Passenger Train
@ public ® Highway @® At Grade (If Private Crossing)| (Check all that apply) Count Per Day
O private O pathway,Ped. O pelinder Yes % Freight O Less Than One Per Day D
O station,Ped. O L Intercity Passenger ® Number per day
Checkbox controls gyt
1 -
[ Transit .
Radio button controls [ shared Use Transit Enabled field control
T O Tourist/Other
23 TypeoflandUse Disabled field control
(U Open Space (U Farm @ Residential U Commer ational (U RR Yard
24, s there an Adjacent Crossing with a Separate Numuer?\/ 25. Quiet Zone (FRA Provided)
OYes®@no  If Yes, Provide Crossing Number O No® 24 hr O partial O Chicago Excused
Date Established [1/1/2014 1 | &
26. HSR Corridor ID 27. Latitude in decimal degrees 28. Longitude in decimal degrees 2S. Lat/Long Source
CIn/a WGS84 std nn.nnnnnnn) (WGS84 std -nnn.nnnnnnn) @® Actual
455619500 -93.2249493 O Ectima
) Estimated
30.A. Railroad Use * 31.A. State Use *
RAILROAD USE COMMENTS FIELD GOES HERE ‘ F1553 ‘
30.B. Railroad Use * 31.B. State Use *

RAILROAD USE COMMENTS FIELD GOES HERE ‘ STATE USE COMMENTS FIELD GOES HERE

30.C. Railroad Use * 31.C. State Use *
RAILROARD USE COMMENTS FIELD GOES HERE ‘ STATE USE COMMENTS FIELD GOES HERE ‘

30.D. Railroad Use * 31.D. State Use *
RAILROARD USE COMMENTS FIELD GOES HERE ‘ STATE USE COMMENTS FIELD GOES HERE ‘

32.A. Narrative (Railroad Use) * 32.B. Narrative (State Use) *
RAILROAD NARRATIVE FIELD GOES HERE STATE NARRATIVE FIELD GOES HERE ‘

33. Emergency Notification Telepho road Contact (Telephone No.) ) tact (Telephone No.)
800-832-5452 Save button Submit button g7

e
— —

Save Submit

Link allowing you to save a PDF copy of the crossing record

View Frivacy Policy | Lontact us

Figure 14. Features of the Online Grade Crossing Inventory Form (Full Inventory Record) — Part 2

A

I Save a PDF Copy

Header Information

This section contains the Submission Date, Reporting Agency, Reason for Update, and DOT
Crossing Inventory Number.

Note:

e Field A. Submission Date will be displayed as Revision Date for Railroad, State, and
Transit users. The system will allow you to select past or current date when logged in as
a GCIS Admin, FRA Admin, or Data Tech Analyst.

* For field B. Reporting Agency, the system will default to FRA Internal for users logged
in as a GCIS Admin, FRA Admin, or Data Tech Analyst.

A. Submission Date B. Reporting Agency C. Reason for Update D. DOT Crossing
08/29/2014 G| O Railroad O state O Transit ® FRA Internal | [Select One__ w| Inventory Number
061625P

Figure 15. Header Information

Part I: Location and Classification Information
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This section contains geographic data for the crossing, as well as its classification information,

the types of trains that utilize it, whether it is private or public, and relevant contact
information.
Part1: Locationand Classification Information
1. Primarv Operatinl!Railroad I 2.State I 3.Coun!Y
CSX Transportation [CSX] \Y ISelect One..... V| ISdectOne .» V|

4. City/Muricipality 5.Street/Road Name & Block Number 6.Highway Type & No

Oln ISelect One ... VI I

ONear (Street/Rood Name) *(Block Number} |

7.Do Other Railroads Operate a Separate Track at Crossing? 8.Do Other Railroads Operate Over Your Track at Crossing?

OYesONo OYesONo

If YesSpecify RR \ If YesSpecify RR L .
ISelect One..... Vl,l Sdect One..x iSelect One..... Vl,[sdect One..-.

lselectOne—— \/| _sdectOne " Useclestone—— \/| sdectOne :

9.Railroad Divisionor Region 10 Railroad SUbdivision or District 11.Branch orline Name

12.RR Milepost
ONone | | | ONone Q)reﬁ nnnn.nnn | (suffix)

ONone |

13.line Segment =

14.NearestRR Timetable Station «

15.Parent RR (if applicable}

16.Crossing OWner (if applicable)

| | ISelect One.. VI ona ISelect Ore.. V| ONA
17.Crossing Type |18.Crossing Purpose| 19.CrossingPodtion | 20.PubicAccess | 21.Type ofTrain 22.AveragePassenger Train
OPublic OHghway OAtGrade (If Private Crossing) (Check all that apply} CountPer Day
OPrivate OPathway, Ped. ORR Under OYes OFraght Oless ThanOnePer Day D
Ostation,Ped. ORR Over ONo O Intercity Passenger ONumber per day
O eommuter
O Transit
Oshared UseTrand t
O Tourist/Other

23.Type of Landuse
O0Open Space OFanm O ResidentialO Commercial O Industrial O Institutional ORecreat onal ORR Yard

25.QuietZone (FRA Provided)
ONoO 24hr OPartial O Clicago Excused
Date Established lil

24.1s there an Adjacent Crossing with a Separate Number?
OYesONo If YesProvide CrossingNumber | |

26 HSR Corri Wé@é[iude in decimaldegrees Wég itudein decimaldegrees P9.Lat/longSource
_. . . . .__ b ON/A std nn. nnnnnnn) srd -nnn. nnnnnnn) OActual
| | O Estimated

30.A.Railroad Use = 31.A. StateUse =

30.B.Railroad Use = 31.B.State Use =

30.CRailroadUse = 31.CStateUse =

30.DRailroad Use = 31.D.State Use =

32.A. Narrative {Railroad Use} = 32.B.Narrative {State Use}*

33.Emergency Notification Telephone No.(Posted) I 34.Railroad Co-ntact(TeIe-phoneNo.) | fS_StateContactJelephoneNO.)

Figure 16.Part 1:Location and Classification Information
Part Il. Railroad Information

This section allows you to report data unique to their operations. For example, a railroad
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would use this section to list the train counts, speed of trains, year of train count data, etc.

Part II: Railroad Information

1. Estimated Number of Daily Train Movements

1.A. Total Day Thru Trains 1.B. Total Night Thru Trains 1.C. Total Switching Trains 1.D. Total Transit Trains 1.E. Check if Less Than One
(6 AM to & PM) 6 PM to 6 AM) |:| |:| Movement Per Day
[:I How many trains per week? I:l
2. Year of Train Count Data [YYYY) 3. Speed of Train at Crossing
3.A. Maximum Timetable Speed (mph)
3.B. Typical Speed Range Over Crossing (mph) From | | to |

4. Type and Count of Tracks
Main | | Siclirg| | ‘r’s'dl | T'ansit| | nclustr-,r| |

5. Train Detection (Main Track Only)
O constant Warning Time [ motion Detection (] Aro (e [ pc C other (I None

6. Is Track Signaled? 7.A. Event Recorder 7.B. Remote Health Monitoring
OvesOno O ves ONo O ves O No

Figure 17. Part Il: Railroad Information

Part lll: Highway or Pathway Traffic Control Device Information

This section allows you to add and update data pertaining to the traffic control and warning
devices present at the crossing.

Part Ili: Highway or Pathway Traffic Control Device Information

1. Are there Signs or Signals? O ves O No

2. Type of Passive Traffic Control Devices associated with the Crossing

2.A. Crossbuck Assemblies (count) 2.B. STOP Signs (R1-1) | 2.C.YIELD Signs (R1-2) 2.D. Advance Warning Signs (Check all that apply;include count)

count) -’50““1?' Owior[ | Owios[ | Owioar[ | CInone
Owioz[ | Owioa] | Owioaz] |

2.E. Low Ground Clearance Sign (W10-5) 2.F. Pavement Markings 2.G. Channelization 2.H. EXEMPT Sign | 2.1 ENS Sign
[stop Lines [ RR Xing Symbols Devices/Medians Displayed (1-13)

OvesONo Gount [ oynamic Envelope [ None [Select One..... v res O No Oves O No

2.). Other MUTCD Signs O Yes O No 2.K. Private Crossing

Specify Type | Select One. .. | Count

Specify Type | Select One.__ | Count 2.L. LED Enhanced Signs

Specify Type | Select One. . | Count |

3. Types of Train Activated Waming Devices at the Grade Crossing (specify count of each device for all that apply)

3.A. Gate Arms 3.B. Gate Configuration 3.C. Cantilevered (or Bridged) Flashing 3.D. Mast Mounted Flashing Lights (count of
(Count) Light Structures (Count) masts)

Roadway 2 Quad 3 quad © 4 Quad Over Traffic Lane [ ] | (countofmasts) [ ]

pedestrian Full (Barrier) Resistance Mot Over Traffic Lane I:I incandescent C1LED

Median Gates [ Back Lights Included

incandescent [ LED
[side Lights Included

3.E. Total Count of 3.F.Installation Date of Current 3.G. Wayside Horn 3.H. Highway Traffic Signals 3.1 Bells
Flashing Light Pairs Active Warning Devices: (MM/YYYY) O ves O No Controlling Crossing (count)
I:IE I:I [ Not Required Installed on (MM/YYYY) I:I OvesOnNo I:l

3.). Non-Train Active Warning 3.K. Other Flashing Lights or Warning Devices
O Flagging/Flagman O Manually Operated Signals O watchman O Floodlighting O None Count

Specify type |

4.A. Does Nearby Hwy | 4.B. Hwy Traffic Signal 4.C. Highway Traffic 5. Highway Traffic Pre-Signals 6. Highway Monitoring Device
Intersection have Interconnection Signal Preemption Orves O No (Check all that apply)
Traffic Signals? [ Mot Interconnected D Simultaneous N . . [¥es-Photo/Video Recording
OYesOnNo [ For Traffic Signal Advanced Storage Distance * [ ] O Yes-vehidle p Detacti
or Traffic Signals L) Advance Yes-Vehicle Presence Detection
-  yctare
[ For warning Signs Stop Line Distance Cnone

Figure 18. Part Ill: Highway or Pathway Traffic Control Device Information
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Part IV: Physical Characteristics

This section allows you to add and update the physical characteristics of the crossings, such as
the crossing surface, number of traffic lanes, etc.

Part IV: Physical Characteristics

1. Traffic Lanes Crossing Railroad O One-way Traffic 2. Is Roadway/ 3. Does Track Run 4. s Crossing llluminated?
L Pathway Paved? Down a Street? (Street lights within approx. 50 feet from
) Two-way Traffic arest o :
O ves O No Oves ONo nearest

Number of Lanes .
' I:I ) Divided Traffic O ves O no
5. Crossing Surface {on Main Track, mulitple types allowed) nstallation Date *(MM/YYYY) I:I Width * I:I Length * |:|

Cl1.Timber [ 2.asphalt [ 3.Asphalt and Timber (] 4.Concrete [15.Concrete and Rubber [16.Rubber [17.Metal []8.Unconsolidated [19.Composite
[10.0ther (specify)

6. Intersecting Roadway within 500 feet? If Yes, Approximate Distance (feet) 7. Smallest Crossing Angle 8. Is Commercial Power Available? *
O @ (L 0°-29° ) 30°-59° () 60°-90° (J¥es (U No

(¥esl JNo

Figure 19. Part IV: Physical Characteristics

Part V: Public Highway Information

This section allows you to add and update data pertaining to the public highway(s) at the
crossing, such as traffic counts, number of school buses over the crossing per day, etc.

Part V: Public Highway Information

1. Highway System 2. Functional Classification of Road at Crossing | 3. Is Crossing on State 4, Highway Speed Limit

Select One..... | O (o) Rural © (1) Urban Highway System? lil MPH O posted C statutory
v| U ves O No

5. Linear Referencing System (LRS Route ID) * E. LRS Milepost *

7. Annual Average Daily Traffic (AADT) 8. Estimated Percent Trucks 9. Regularly Used by School Buses? 10. Emergency Services Route

vear [ | AaDT [ = Oves O No O vesO o
Average Number per Day |:|

Public reporting burden for this infarmation collection is estimated to average 15 minutes per response, including the time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. According to the Paperwork
Reduction Act of 1995, a federal agency may not conduct or sponsor, and a person is not required to, nor shall a person be subject to a penalty for failure to comply|
with, a collection of information unless it displays a currently valid OMB control number. The valid OMB control number for this information collection is 2130-
0017. Send comments regarding this burden estimate or any other aspect of this collection, including suggestions for reducing this burden to: Information
Collection Officer, Federal Railroad Administration, 1200 New Jersey Ave., SE, MS-25 Washington, D.C. 20350.

Figure 20. Part V: Public Highway Characteristics

The figures below depicts the many features of the Online Grade Crossing Inventory (Railroad
Data Only) Form.
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Online Grade Crosy |jnk allowing you to save a PDF
GCIS Home > Add New Cros! copy of the crossing record

)& _/ Crossing ID = 696271D
W Save a PDF Copy ™

DOT Crossmg | grade crossings, complete the entire

private h Inventory Number the Header, P and II, Part lll item

vay grade crossings (incl gsu, complete the Header, Parts | and II,

gradr- c ompletETITETEaueT, Pars rano T, parcirem 2.K., and the Submission Information
muudmg peofa:f ian s utJL/" ( rus;'ngu ccmp\ew th e }-gader Part I, and tr e St mm\c ion

The Head Ll . — — - ated data

Instructions for the initial repo" ng of the following types of new or pre
inventory Form, with theax ntinn of Dact | itom 20 and Dart 11l Item 2.
2.K., and th ewtmbs o
and the submission Infid  Header Information
section. For grade-sepa
Information section. For ng)

fields. An asterisk * denotes an o

ly unrepo

ATNE 0ata,
ra\ncld

comple

W - Ty e Part |: Location and Classification Information

09/26/2014 E ® Railroad '’ State ' Transle T — -
‘—"WE'N\I\/ ‘ 6962710

Part I: Location and Classification Information

1. Primary Operating Railroad 9. Railroad Division or Region 10. Railroad Subdivision or District
BNSF Railway Company A
= [ 1 Oone
11. Branch or Line Name 1| Part I: Railroad Information 22. Average Passenger Train Count Per Day
D Less than one per day

]| c
‘ [ None /‘preﬂx\/.’?rmn,nnn | (suffix) ‘;‘N“q:*\‘:oer per;iéy |:]

Part II: Railroad Information

1. Estimated Number of Daily Train Movements

1.A. Total Day Thru Trains 1.B. Total Night Thru Trains 1.C. Total Switching Trains 1.D. Total Transit Trains 1.E. Check if Less Than One
(6 AM to 6 PM) (6 PM to 6 AM) \:] \:] Movement Per Day

How many trains per week? [:]

ain at Crossing
@ Timetable Speed (mph) Submit button
2 e Over Cross, - - -

Link allowing you to save a PDF copy of the crossing record

2. Year of Train Count Data (YYYY)

Save button

A
BT Save 3 PDF Copy

Figure 21. Online Grade Crossing Inventory Form (Railroad Data Only)

View an Existing Crossing Inventory Record

The View an Existing Crossing Inventory Record page provides you with the ability to view a
crossing record that was most recently published to the National Crossing Inventory.

The following section takes you through the process of viewing a published record and saving
a PDF copy of that record.

1. Click the View Crossings tab in the top navigation (or the View an Existing Crossing
link on the home page). The following page will display as depicted in Figure 22.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

View an Existing Crossing Inventory Record

GCIS Home > View Existing Crossings

This page will allow you to view an existing crossing inventory record that has been previously saved or submitted. To view a record, enter the Crossing Number
provided in the field below, then press the View button.

Enter Crossing Number: | | View

Note: Crossing Number must be six digits followed by a letter.

View Privacy Policy | Contact Us

Figure 22. View an Existing Crossing Inventory Record Page

2. Enter the Crossing Number, and then press the View button.

Note: If the Crossing Number entered is invalid or does not exist, the system will display
an error message indicated in red.

3. If the crossing number entered was found, the system will display a table listing all
record(s) available for viewing along with the Railroad name, Record Type, and an
Action column (Figure 23).

* The Railroad column will list the Primary Operating Railroad of that crossing
where Record Type is Full Inventory Record. Otherwise, the Railroad listed is
the name of the agency required to submit their unique Railroad data

e The Record Type displayed will either be Full Inventory Record or Railroad
Data Only. The Full Inventory Record will display the entire Online Grade
Crossing Inventory Form including the Header and all five Parts of the form. The
Railroad Data Only record will display Parts | and Il of the inventory form
containing a subset of the fields.

* The Action column should display a View Record link. Upon clicking, this will
display the appropriate Online Grade Crossing Inventory Form.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out]
(‘ Federal Railroad Administration

Office of Safety Analysis

T e e e B e el e

View an Existing Crossing Inventory Record

GCIS Home > View Existing Crossings

This page will allow you to view an existing crossing inventory record that has been previously saved or submitted. To view a record, enter the Crossing Number
provided in the field below, then press the View button.

Enter Crossing Number: [536639N | | View |
Note: Crossing Number must be six digits followed by a letter.
Railroad Record Type i Action
1 Vi
< iew
Norfolk Southern Corp. [NS | Full Inventory Record 5 i 4
ecora
CsXT ion [CSX ' Railroad Data Onl i
ransportation [CSX ] | ailroad Datz Only Record

View Privacy Policy | Contact Us

Figure 23. View an Existing Crossing Inventory Record

4. Click on the View Record link. System will display either the Full Inventory Record or
the Railroad Data only form.
5. Once the record is loaded, you can perform several actions (Figure 24):
a. Save a PDF copy of that record by clicking on the Save a PDF Copy located
either above or below the form;
b. View another crossing record by pressing the View Another Crossing Inventory
Record located below the form; or
c. Exit the form and return to the home page by pressing the Exit button located
below the form.
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- Federal RR Administration [FRA | v IeERES Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
@ Office of Safety Analysis

R e
Online Grade Crossing Inventory Form

GCIS Home > View Existing Crossings > Grade Crossing Inventory Form

) 4 Save a PDF copy of the crossing record Crossing ID = 536639N
WM Save a PDF Copy

Instructions for the initial reporting of the following types of new or previously unreported crossings: For public highway-rail grade crossings, complete the entire
inventory Form, with the exception of Part | item 20 and Part Il ltem 2.K. For private highway-rail grade crossings, complete the Header, Parts | and II, Part il item
2.K., and the Submission Information section. For public pathway grade crossings (including pedestrian station grade crossings), complete the Header, Parts | and II,
and the Submission Information section. For Private pathway grade crossings, complete the Header, Parts 1 and |l Part Il item 2.K., and the Submission Information
section. For grade-separated highway rail or pathway crossings (including pedestrian station crossings), complete the Header, Part |, and the Submission
Information section. For changes to existing data, complete the Header, Part | Items 1-3, and the Submission Information section, in addition to the updated data
fields. An asterisk * denotes an optional field.

A. Submission Date B. Reporting Agency C. Reason for Update D. DOT Crossing

08/25/2014 i ®) Railroad ' State ) Transit ) FRA Internal | |New Crossing V| Inventory Number
536639N

Part I: Location and Classification Information

1. Primary Operating Railroad 9. Railroad Division or Region 10. Railroad Subdivision or District

CSX Transportation [CSX ] v
¥ None ¥ None

11. Branch or Line Name 12. RR Milepost 22. Average Passenger Train Count Per Day
7 123455 @) | ess than one per day
None (prefix) nnnn.nnn (suffix) Number per day

Part II: Railroad Information

1. Estimated Number of Daily Train Movements

1.A. Total Day Thru Trains 1.B. Total Night Thru Trains | 1.C. Total Switching Trains 1.D. Total Transit Trains 1.E. Check if Less Than One
(6 AM to 6 PM) (6 PM to 6 AM) 1 0 Movement Per Day
2 2 How many trains per week?

2. Year of 7]
2014 View Another Crossing Record button ed (mph) 150 | Exit form button

TN /a-m-rrgerrossing[mph Y e
~N VvV

| View Another Crossing Inventory Record || Exit |

A
WEIM Save 3 PDF Copy N
ﬁ Save a PDF copy of the crossing record

View Privacy Policy | Contact Us

Figure 24. Online Grade Crossing Inventory Form (Railroad Data Only) in View Mode

Update an Existing Crossing Inventory Record

The Update an Existing Crossing Inventory Record page provides you with the ability to (1)
update crossing records, whether they were previously saved, (2) update crossing records
submitted through the File Upload interface but failed validation, (3) update successfully
submitted crossing records that have been published to the National Crossing Inventory, or (4)
only update the Quiet Zone information (without loading the Full Inventory Record form).

The following section takes you through the process of updating a record and saving a PDF
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copy of that record.

1. Click the Update Crossings tab in the top navigation (or the Update an Existing
Crossing link on the home page). The following page will display as depicted in Figure
25.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

Update an Existing Crossing Inventory Record
GCIS Home > Update Existing Crossing

This page will allow you to update an existing crossing inventory record that has been previously saved or submitted. To edit a record, enter the Crossing Number
provided in the field below, then press the Update button.

Enter Crossing Number: I

Note: Crossing Number must be six digits followed by a letter

Quiet Zone Update?
Quiet Zone No ) 24 hr ) Partial .’ Chicago Excused Date Established l:] |

View Privacy Policy | Contact Us

Figure 25. Update an Existing Crossing Inventory Record Page

2. Enter the Crossing Number.
3. Select Yes for the Quiet Zone Update? field if you are providing updated Quiet Zone
information or leave the default value of No if no update will be made.
a. If Yes was selected, the radio button controls for Quiet Zone will be enabled.
b. If 24 hr, Partial, or Chicago Excused was selected, the Date Established field
will be enabled and will require you to select a date.
4. For the Railroad field, select the name of the Primary Operating Railroad.
5. Press the Update button.
Note: If the Crossing Number entered is invalid or does not exist, the system will display
an error message indicated in red.
a. If Yes was selected for Quiet Zone Update?, when the Update button is
pressed, the system will submit and update the Quiet Zone information. The
Online Grade Crossing Inventory Form will not be loaded.
b. If No was selected for Quiet Zone Update?, when the Update button is
pressed, if the crossing number entered was found, the system will display the
Online Grade Crossing Inventory Form with the crossing data populated in the
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C.

appropriate fields of the form.
Once the record is loaded, you may begin to update the fields where needed
(Figure 26).

Note:

Box A. Submission Date will automatically default to the current date.
You may change this date to a past date. It is recommended to select
the date when the crossing record was postmarked.

Box B. Reporting Agency will automatically default to FRA Internal. You
may change this value by selecting Railroad, State, or Transit. If you
press the Save or Submit button, the record will be saved as that agency
and you will no longer be able to change this value back to FRA Internal.
Depending on the value selected for box C. Reason for Update, certain
fields will be disabled since updates for those fields are not required.
For example, by selecting Change in Primary Operating RR, Part I.1
Primary Operating Railroad field will be enabled allowing you to select
another agency. Otherwise, this field will populate based on the agency
selected from the Update Existing Crossing page and the field will be
disabled.

Box D. DOT Crossing Inventory Number will automatically populate
with the Crossing Number entered on the Update an Existing Crossing
Inventory Record page.
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Online Grade Crossing Inve
GCIS Home > Update Existing Crossing >

A

Save a PDF copy of the
crossing record

P
Save a PDF Copy

m Partil  Partill

Parts IV and V

Crossing ID = 061625P

fields. An asterisk * denotes an optional field.

Instructions for the initial reporting of the following types of new or previously unreported
inventory Form, with the exception of Part | ltem 20 and Part lil item 2.K. For private highw
2.K., and the Submission Information section. For public pathway grade crossings (includin
and the Submission Information section. For Private pathway grade crossings, complete th
section. For grade-separated highway rail or pathway crossings (including pedestrian stati

Information section. For changes to existing data, complete the Header, Part | Items 1-3, and the Submission Information section, in @ updated data

Auto-populat
Number ente

ed based on the Crossing |«
red on the previous page s

on

A. Submission Date B. Reporting Agency

C. Reason for Update

D. DOT Crossing

current date

10/30/2015 G| ORailroad O state O Transit @ FRA Internal | [Select One..... v | Inventory Number
061625P
— "Ne— Part
~.r| Defaults to Defaults to FRA Internal [z counyy
BN SF] v [ISANTI v|

T
5. Street/Road Name & Block Number

6. Highway Type & No

CAMBRIDGE v

[11THAV SE

(Street/Road Name)

|* (Block Number)

[MN 45

7. Do Other Railroads Operate a Separate Track at Crossing?
OvYes®No

If Yes, Specify RR

Yes O No

If Yes, Specify RR

8. Do Other Railroads Operate Over Your Track at Crossing?

Vi, Vi, |Canadian Pacific Railway Comp: V],{Union Pacific Railroad Company V|,
v, v |Canadlan National - North Ameri v|] Select One..... v|
9. Railroad Division or Region 10. Railroad Subdivision or District 11. Branch or Line Name 12. RR Milepost
| Jloto7s6 ] I
TWIN CITIES Cnone HINCKLEY CInone [BOYL-COON CREEK | [INone | ~(prefix) | nnnn.nnn | (suffix)

13. Line Segment * 14. Nearest RR Timetable Station *

15. Parent RR (if applicable)

16. Crossing Owner (if applicable)

|oo28 [CAMBRIDGE Select One v N/A Select One. vl M
17. Crossing Type 18. Crossing Purpose 19. Crossing Position 20. Public Access 21. Type of Train 22, Average Passenger Train
Public ) Highway (If Private Crossing)| (Check all that apply) Count Per Day
O private ) Pathway,Ped. Yes L Freight O Less Than One Per Day D
O Station,Ped. No | Intercity Passenger O Number per day

[J commuter

[ vransit

[ shared Use Transit
[ ourist/Other

23. Type of Land Use

O open space O Farm @ Residential O commercial O Industrial O Institutional O Recreational O RR Yard

24. Is there an Adjacent Crossing with a Separate Number?

25. Quiet Zone (FRA Provided)

OvYes®No  If Yes, Provide Crossing Number @ No O 24 hr O Partial O Chicago Excused
Date Established i
26. HSR Corridor ID 27. Latitude in decimal degrees 28. Longitude in decimal degrees 2S. Lat/Long Source
l:’ Onya WGS84 std nn.nnnnnnn) WGS84 std -nnn.nnnnnnn)
45.5619500 -93.2249493 O Estimated

30.A. Railroad Use * 31.A. State Use *

| ’51553 1
30.B. Railroad Use * 31.B. State Use *
30.C. Railroad Use * 31.C. State Use *
30.D_Railroad Use *

31.D. State Use *
1 [

[

Save a PDF copy

Save to update at a

WGIN Save a PDF Copy

32| of the crossing B. Narrative (State Use) *
record later time I
33. Emerg ification Telephone No.(Posted) 34, Railroad Coni /élephone No.) ,_Lzﬁwmuv.)
= A Submit for validation
\/ Save | [ Submit | ——
)

Figure 26. Online Grade Crossing Inventory Form (Full Inventory Record) in Update Mode
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6. At any point in time, you can save a copy of the record by pressing the Save button.
Once saved, the crossing will be available in the Pending Crossings Records table on
the home page. You may come back at a later time to update the record by pressing
the Edit button.

Note: If you changed field B. Reporting Agency from FRA Internal to either Railroad,
State, or Transit, when saved, the next time the record is loaded, this field will be
disabled and you will not be allowed to change the value.

7. When you are ready to submit the crossing record for error checking and validation
processing, press the Submit button located at the bottom of the form.

a. |If the record failed any validation rules, the system will display a message
indicating that the record contains validation errors (Figure 27), and then you
must press the Ok button to view a list of all errors that failed validation. The
errors will be displayed in a panel located above the form listing the field(s)
that failed and a brief description of the error (Figure 28). You can submit the
record multiple times until there are no longer any validation errors.

This record contains validation errors. Please correct the errors, and then
press the Submit button.

- =

Figure 27. Message Indicating the Record Failed Validation

Online Grade Crossing Invento

Validation Error
Panel

GCIS Home > Update Existing Crossing >

b Crossing ID = 626889A
W Save 3 PDF Copy
Click here to show or hide error messages
Validation Errors

|
(CodeError Description Section ‘

|
g S |Part I: Location and Classification
129 |Field 1.11: Please enter the Branch or Line Name. If this does not apply, answer with "None". ForTation ‘

: _ g ’ |Part I: Location and Classification
161 |Field 1.15: Please provide the name of the Parent Railroad. If this does not apply, answer with N/A. 2
Information
% 5 . |Part I: Location and Classification
162 |Field I.16: Please provide the name of the Crossing Owner. If this does not apply, answer with N/A. e formation
i

Part I: Location and Classificati
|028 |Fietd 1.21: Type of Train Service must be selected. o TR RE JASSERCRESI

Information

&) partn Partin PartsiVandV

Instructions for the initial reporting of the following types of new or previously unreported crossings: For public highway-rail grade crossings, complete the entire
inventory Form, with the exception of Part | Item 20 and Part IIl Item 2.K. For private highway-rail grade crossings, complete the Header, Parts | and II, Part lll item
2.K., and the Submission Information section. For public pathway grade crossings (including pedestrian station grade crossings), complete the Header, Parts | and I,
and the Submission Information section. For Private pathway grade crossings, complete the Header, Parts | and |1, Part Il item 2.K., and the Submission Information
section. For grade-separated highway rail or pathway crossings (including pedestrian station crossings), complete the Header, Part |, and the Submission
Information section. For changes to existing data, complete the Header, Part | items 1-3, and the Submission Information section, in addition to the updated data
fields. An asterisk * denotes an optional field.

A. Revision Date B. Reporting Agency C. Reason for Update D. DOT Crossing
08/26/2014 il ® Railroad ) State () Transit ) FRA Internal | [Change in Data | Inventory Number
626889A
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b.

Figure 28. Panel Displaying Validation Errors

If the record passed all validation checks, the system will display a confirmation
message as shown in Figure 29. You can save a copy of the submitted crossing
record in PDF format by pressing the Save a PDF Copy button, or exit the form
and return to the home page by pressing the Exit button.

)

v e

The crossing record has been successfully submitted to the GCIS database.
Do you want to save a PDF copy?

| Exit || Savea PDF Copy |

°

Figure 29. Submission Successful Confirmation Message

If the Save a PDF Copy button was pressed, the browser will prompt you to
either Open or Save a copy of the file (IE Browser). Pressing the Open button
will open the file in your version of Adobe installed on your computer. To save
the file in a location on your computer, press the down arrow located next to
the Save button, and then select Save as. Your computer will display a popup
dialog box allowing you to choose a location on your computer to save the file.
When you are ready, press the Save button. To exit without saving the file,
press the Cancel button (Figure 30).

Note: The steps to saving a file varies depending on if your computer is running

on Windows or Mac and the type of browser you have installed on your
computer (Internet Explorer, Firefox, Safari, etc.).

)

The crossing record has been successfully submitted to the GCIS database.
Do you want to save a PDF copy?

| Exit || SaveaPDF Copy |

°

Press the down arrow and

select Save as to save a copy in Press to exit

a location on your computer without saving
Click to open the | the file

PDF file \
,\ -

Do you want to open or save 626889A_08262014.pdf (430 KB) from test.fra.dot.gov? \

\/
v

Open Save |V Cancel
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Figure 30. Open or Save the PDF Crossing Record

Add a New Crossing Inventory Record

The Add a New Crossing Inventory Record page provides you with the ability to submit data
for a new crossing that is not in the National Crossing Inventory.

1. Click the Add New Crossing tab in the top navigation (or the Add a New Crossing link
on the home page). The following page will display as depicted in Figure 31.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

Add New Crossing

Add a New Crossing Inventory Record

GCIS Home > Add New Crossing

This page will allow you to add a new crossing inventory record. To add a new record, enter the Crossing Number provided in the field below, then press the Add
button.

Enter Crossing Number: I

Note: Crossing Number must be six digits followed by a letter.
Railroad: [Select One..... v

Submission Type: ) | am a Primary Operating Railroad submitting a new crossing record.
(1 operate a separate track and am submitting only my unique railroad data.
Add

View Privacy Policy | Contact Us

Figure 31. Add a New Crossing Inventory Record Page (Railroad Users)

2. Enter the Crossing Number.
3. Select the name of the Primary Operating Railroad for the Railroad field.
4. For Submission Type, select the appropriate radio button as follows:

e If you are adding a new crossing on behalf of the Primary Operating Railroad,
then select | am a Primary Operating Railroad submitting a new crossing
record. By selecting this option, the system will display the full Online Grade
Crossing Inventory Form (Full Inventory Record).

e If you are adding a new crossing for a Railroad agency that operates a separate
track at a crossing associated with a different Primary Operating Railroad, then
select | operate a separate track and am submitting only my unique railroad
data. If this submission type was selected, change the Railroad field to the
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name of the agency for which you are submitting their unique Railroad data. By
selecting this option, the system will display the Online Grade Crossing
Inventory Form (Railroad Data Only) with only certain fields required for Part |
and Il of the form.)

5. Press the Add button.

Note: If the Crossing Number entered is invalid or already exists, the system will display
an error message indicated in red.

6. Once the form is loaded, the following fields will be pre-populated:

a. A.Submission Date

b. B. Reporting Agency

c. D.DOT Crossing Inventory Number

d. 1.1 Primary Operating Railroad

7. Complete the remaining fields (Part | — V) of the form.

Note: The Instructions located above the Header contains information regarding what
parts of the form must be completed based on Crossing Type (Private or Public),
Crossing Purpose (Highway, Pathway Pedestrian, Station Pedestrian), and Crossing
Position (at Grade, RR Under, RR Over).

8. At any point in time, you can save a copy of the record by pressing the Save button.
Once saved, the crossing will be available in the Pending Crossings Records table on
the home page. You may come back at a later time to update the record by pressing
the Edit button.

9. When you are ready to submit the new crossing record for error checking and
validation processing, press the Submit button located at the bottom of the form.

a. If the record failed some validation rules, the system will display a message
indicating that the record contains validation errors (see Figure 27), and then
you must press the Ok button to view a list of all errors that failed validations.
The errors will be displayed in a panel located above the form listing the field(s)
that failed and a brief description of the error (see Figure 28). You can submit
the record multiple times until there are no longer any validation errors.

b. If the record passed all validation checks, the system will display a confirmation
message asking whether you would like to exit the form or save a PDF copy of
the record on your computer (Figure 28). You can save a copy of the submitted
crossing record in PDF format by pressing the Save a PDF Copy button, or exit
the form and return to the home page by pressing the Exit button.

File Upload

The Upload Multiple Crossing Records page provides you the ability to view files that have
been uploaded and submitted by Railroad, State, and Transit users. Railroad, State, and
Transit users will have the ability to download a copy of the Railroad and State FRA approved
Excel template from this page. As a GCIS Admin, FRA Admin, or Data Tech Analyst, the Excel
template will not be available for download on this page. Instead, you can download a copy
of the Excel template using the Reference Documents section on the Help page.
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The following section takes you through the process of understanding the FRA Approved Excel
template, view files submitted through the Upload Multiple Crossing Records page, and
download error and crossing reports that were submitted, but failed validation.

Note: All records submitted through the File Upload interface must use the FRA approved Excel
template. Otherwise, the system will reject the entire submission.
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Workflow

Railroad/State/Transit User Submits Crossing Through Fie Upload Interface

Railroad/State/Transit User

Submit Crossing
Records Using

Upload Control

Update failed
crossings using the

Submission displays in
Submitted Files table Iw/
Submitted W/ Errors status)

System verifies to
ensure file uploaded
uses the FRA
Approved Excel

Template

Crossing Recordi s)

that failed validation

are saved, but not
published

crossing record

These crossings are listed and
downloaded +---- available for download in the
Crossing report Crossing report. Validation
errors are downloadable using
the Error report.
Press Editbutton to Crossing Records are displayed
update each failed |4 ===

in Pending Crossing Records

table on home page

+

Submit each
individual crossing
record using Online
Grade Crossing
Inventory Form

Submitted Successfully status)

Submission Displays in
Submitted Files table Iw/

GCIS
START
Yes
Submission Displays i
. . p Y System validates all Crossingis) Crossngecord
. y ] in Submitted Files Published to
Click File Upload tab table Iw/ Pendi crossingrecords Passed National Crossin
able lw/ Pending submitted Validations? ¢
status) Inventory
-
E— .
Download FRA File Successfully Crossing Recordi s)
Approved Excel Submitted Message vYes- that passed
Template Displays Iw/ validations are
Submission ID) saved and published
to National Crossing
Inventory
Enter C!'ossing Error Message
Information Into ——| DisplaysFile is ,
Excel Template and Rejected) version?
Save File

END

Figure 32.File Upload Workflow Process
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FRA Approved Excel File Template
Download the Excel File

1. Click on the Help tab located in the top navigation.
2. Then click on the Reference Documents tab within the GCIS Help page.The following
page displays (Figure 33).

Agency Change Welcome  Super User (GCIS Admin) [ SignOut]
(‘ Federal Railroad Administration

Office of Safety Analysis

GCIS Help

GCIS Home > Help

GCIS provides a Help section to assist users in updating the U.S. DOT Crossing Inventory. You can navigate through this section by clicking the tabs below.

FAQs Release Notes Contact FRA
FRA Approved Excel

Reference Documents Template for Railroad and
State users

Guide for Preparing U.S. DOT Inventory Forms

]

® 6180.71 - U.S. DOT Crossing Inventory Form

® GCIS Web User Guide v2.2.0.0 Rel 11-13-2015 \/
]

3

o

]

L J

GCIS Electronic Submissions Instructions v2.2.0.0 Rel 11-13-2015

Grade Crossing Inventory Form Template v2.2.0.0 Rel 11-13-2015 — State

Grade Crossing Inventory Form Template v2.2.0.0 Rel 11-13-2015 — Railroad Submitting Full Inventory Form
Grade Crossing Inventory Form Template v2.2.0.0 Rel 11-13-2015 — Railroad Submitting Only Train Count Data
GCIS Admin Web User Guide v2.2.0.0 Rel 11-13-2015

Figure 33. FRA Approved Excel Template on GCIS Help page

3. Click on the links for the Grade Crossing Inventory Form Template v2.1.0.0 Rel 10-02-
2015 — Railroad Submitting Full Inventory Form, Grade Crossing Inventory Form
Template v2.1.0.0 Rel 10-02-2015 — Railroad Submitting Only Train Count Data, or
Grade Crossing Inventory Form Template v2.1.0.0 Rel 10-02-2015 — State link to start
the file download process.

Note: The steps to saving a file varies depending on if your computer is running on
Windows or Mac and the type of browser you have installed on your computer
(Internet Explorer, Firefox, Safari, etc.). The steps documented below are for users using
Internet Explorer (IE) browser.

4. A popup dialog box will display asking what you want to do with the file. You can either
select the Open, Save, or Save as button. Click on the Save as button.
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Windows Internet Explorer Lé]

What do you want to do with Grade Crossing Inventory
Form Template RR_Full_Inventory_Record v2.1.0.0 Rel
10-02-2015xsx?

Size: 486 KB
Type: Microsoft Excel 12
From: stage.fra.dot.gov

< Open
The file won't b

2. Click on the Save
as button

= Save

= Save as

| Cancel

Figure 34. Download the FRA Approved Excel Template

5. A Save As Windows dialog box will display with a listing of the files directory on your

computer.
6. Navigate to the location where you want to save the file. At the bottom of the Save As

Windows dialog box, there is a field called File name. Type in the name of the file you

want to save, and then press the Save button.
Note: The file must be saved with an .xIsx extension, which is only supported by

Microsoft Excel 2007 or newer.
7. Navigate to the directory where you saved the file to confirm that it is there.

Understanding the FRA Approved Excel File

This section provides a description on how to read, navigate, and understand the FRA
Approved Excel file.
1. Continuing from the previous section, navigate to the directory where you saved the

file and select it to open the Excel file.
Note: The file has an extension of .xIsx and can only be opened using Microsoft Excel
2007 or newer in order to work properly.
2. At aquick glance, the Excel file contains the following features:
a. The Header and Parts | — V are divided into 6 sections, all distinguished by

different colors.
b. The worksheet is labeled as U.S. DOT Crossing Inventory.
c. Rows 1 -4 displays the section, field names and numbers.
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d. Fields that contain a predetermined list of values will be available for selection.
For example, B. Reporting Agency will allow you to only select Railroad, State,
or Transit.

e. Some fields have validations enforced, therefore, you must correct the error
prior to continuing. For example, 1.2. State will require you to enter only 2
alpha characters, which is the abbreviation for the State where the crossing
resides. Figure 33 depicts the error message displayed for this example.

@ ' 9~ v I+ Grade Crossing Inventory Form Template RR_Full_Inventory_Record v2.1.0.0 Rel 10-02-2015.xlsx - Microsoft Excel
m Home Insert Page Layout Formulas Data Review View Acrobat SecureZIP Team
=) ® Calibri 11 TA A== = -
Paste i v A~ = = = <= 3= | as " ’ 0 .00 g .:,,,.
§ B /7 U e A~ E= = 3= | $ 39 3% - 4 Form
.‘-:IIDDCIBIU ‘| Font ‘ | Alignment | Number | Styles | Cells|
v fx | OHH
F \ H
. < Incorrect value entered =

. HEADER | |PART 1: LOCATION AND CLASSIFICATION INF§
2 N\

3 A B. c D. \_ \ L1 1.2. 1.3

o 4 DOT Crossing %mary Operating
—Reportine Agency :
Revision Date Reason for Update Inventory Number Railroad State County

o Error message

6 | 10/1/2015 | displayed Data 1234564 Csx OHH

7

8

5 Field 12. S50

10 =

11 ( ) Please enter a valid code for State.

12 L {Column G)

13 . .

14 | Retry | l Cancel } [ Help

Figure 35. State Field Failed Validation Requirement

f. Any fields marked with a black asterik (*) indicates that it is an optional field
and does not require a value.

g. If you have opened the FRA Approved State template, some fields will not be
available to State users. For example, fields I.7 — .12 are not available and
therefore are not displayed in the file.

3. Railroad, State, and Transit users have been instructed to use a naming convention
when saving the file. Although it is recommended, they are not required to use the
naming convention as listed in Table 1 below.

Table 1. File Upload Naming Convention

Railroad File Name Format: State File Name Format:
GXRR_RAILROADCODE_MMDDYYYY.XLSX GXST_STATEABBREVIATION_MMDDYYYY.XLSX
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Upload and Submit Using the FRA Approved Excel File

As a GCIS Admin, FRA Admin, or Data Tech Analyst, you are not allowed to upload and submit
crossing data using the Excel file. For this reason, the upload control is not available.

Submission Status

As an Application Administrator, you will have the ability to view the status of all files that
have been submitted through the File Upload control from Railroad, State, and Transit
agencies. The submitted files will contain one of the three statuses listed below:

* Pending — awaiting for the system to process the crossing records

e Sucessfully Submitted — all crossing records have passed validation and were
published to the National Crossing Inventory

e Submitted w/ Errors — one or more crossing records contains validation errors

The submission status is listed under the Current Status column.
Download the Error Report

For each failed submission, the system will provide you with the ability to download a report
listing all the errors that were returned for each crossing that failed validation. The Errors
report is the same report as what Railroad, State, and Transit users receive.

The following section takes you through the steps of downloading the error report.

1. On the Upload Multiple Crossing Records page, you can search for submitted files
using the Submission ID, Status, Agency Type, and Agency fields provided. For
example, to search for failed records that were submitted by CSX, complete the
following steps:

a. Status = Submitted w/ Errors

b. Agency Type = Railroad

c. Agency = CSX Transportation [CSX]
The system will return all submissions based on the criteria set. You can find these
submissions listed under the Submitted Files section.

2. Locate the file that you would like to view the validation errors and click on the Errors
button located under the Error Report column.

3. For Internet Explorer (IE) browser users, you will see a download banner located at the

bottom of the browser (Figure 36) with the option to Open, Save, or Cancel. Click on
the down arrow located next to the Save button, and then select Save as.
Note: The steps to saving a file varies depending on if your computer is running on
Windows or Mac and the type of browser you have installed on your computer
(Internet Explorer, Firefox, Safari, etc.). The steps documented below are for users using
Internet Explorer (IE) browser.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

[ ] e [ [ | s [ e [ o | o [ ]

Upload Multiple Crossing Record
GCIS Home > File Upload

GCIS provides the ability to submit multiple crossing records at the same time using a preformatted Excel file template.

You can narrow your search results by using the fields provided below, and then press the Search button.

Submission ID: | Status: [Select One..... M
Agency Type:  [Railroad v| Agency: [CSX Transportation [CSX] v|

Click on the
Errors button ‘
eport

‘ Submission ID ‘ Submission Date | Submitted By ‘ Cur
| | |

— |
9/28/2015 7:18:53 PM ftran@csx.com ‘ Submitted wj Errors Crossings
<<

File Name ‘ Agency

|GXRR_CSX_09302015.
xlsx

Csx ‘ f609194e-26f-47bd-9233-f84a37803e5b1

Page: 1-10of 1

Click on the down arrow,
and then select Save as.
Do you want to open or save {609194e-e26f-47bd-9e33-f84a7803e5b1_errorReport_Codes.csv (255 bytes) from stage.ITa00t00

= Open Save |Vv Cancel

Figure 36. IE Browser User — Prompt to Download the File

4. A Save as windows dialog box will open displaying your computer’s file directory.
Navigate to the location where you want to save the file, enter a friendly name into
the File name field, and then press the Save button.

Download the Crossing Report

For files that were submitted containing crossing records that failed validation checks, in
conjunction to the error report, the system will also allow you to download the failed
crossings into the FRA Approved Excel template.

The following section takes you through the steps of downloading the crossing report.

1. Continuing from Step 2 of the previous section, click on the Crossings button located
under the Error Report column.

2. For Internet Explorer (IE) browser users, you will see a download banner located at the
bottom of the browser with the option to Open, Save, or Cancel. Click on the down
arrow located next to the Save button, and then select Save as.

Note: The steps to saving a file varies depending on if your computer is running on
Windows or Mac and the type of browser you have installed on your computer
(Internet Explorer, Firefox, Safari, etc.).

3. A Save as windows dialog box will open displaying your computer’s file directory.

Navigate to the location where you want to save the file, enter a friendly name into
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the File name field, and then press the Save button.

4. Once the file is saved, you may now open it to view the crossing records that failed
validation.
Note: As an Application Administrator of GCIS, you may view any crossing records that
were submitted and failed validation from the Pending Crossing Records table on the
home page.

File Download

The Download Crossing Records page provides internal admins the ability to download all
requested crossing records that have been published out to the National Crossing Inventory
Records database into the preformatted FRA Approved Excel file template.

Depending on the number of crossing records that are available for the requested agency,
their request may take up to 48 hours to process. Once the file(s) have been generated and
available for download, the Download button will be enabled.

The following section takes you through the process of downloading a copy of the file.

1. Hover the File Upload tab located in the top navigation and then select Downloads.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

wcrosings | Update crosings | i w Click here to access the
Dowmnloads Downloads page

Welcome to the Grade Crossing Inventory System (GCIS) v2.3.0.0

GCIS will allow agencies the ability to view, update, and add new crossing information about each public and private highway-railroad. You can navigate throughout
the site by using the top-navigation menu or clicking on the links provided below.

» View an Existing Crossing

» Update an Existing Crossing
= Add a New Crossing

Pending Crossing Records

The table below provides a list of all saved crossing records you have access to edit, but have not been submitted to the National Crossing Inventory Record.

Crossmgl H Filter l

Figure 37: Accessing the Downloads Page

2. On the Download a Crossing Records page, you should see a listing of all submitted
request(s) by Railroad, Transit, or State agencies in the Data Files table.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
" Federal Railroad Administration

Office of Safety Analysis

File Upload

Download Crossings Records

GCIS Home > File Download

GCIS provides you the ability to download all crossing records (for your agency) that have been published out to the National Crossing Inventory Records
database into the preformatted FRA Approved Excel file template. A request must be submitted by pressing the "Submit a Download Request" button. Once the
file has been generated, the "Download" button will be enabled. Depending on the number of crossing records are available for your agency, the request could
take up to 48 hours to process. In addition, the files will be compressed and included in a ZIP file. You must have a ZIP extractor in order to open the file(s).

Note: You may only submit one request at a time. If a new request is submitted, the previous file will no longer be available for download.

Id File Type Agency Request Date Requested By Current Status File File

9 Full KS 1/11/2016 7:59:33 AM Ipeters1983@yahoo.com Ready KSzip [ Download

10 Full EIRC 1/11/2016 8:03:45AM  |lindsaywpeters@gmail.com Ready EIRC.zip Download

13 Full csx 1/11/2016 9:24:05 AM ltran@csx.com Ready CSX.zip Download I
15 Full BNSF 1/11/2016 9:31:45 AM Itran@bnsf.com Error Download |
16 Full EIRC 1/12/2016 10:14:20 AM  [lindsaywpeters@gmail.com Pending Download

17 Full KS 1/12/2016 10:59:03 AM Ipeters1983@yahoo.com Pending Download

pt:3 Full Csx. 1/12/2016 2:39:49 PM Itran@csx.com Pending Download

13 Full up 1/12/2016 2:47:16 PM Itran@up.com Pending Download

View Privacy Policy | Contact Us

Figure 38: Data Files Table

3. Click on the Download button.

4. For Internet Explorer (IE) browser users, you will see a download banner located at the
bottom of the browser (Figure 48) with the option to Open, Save, or Cancel. Click on
the down arrow located next to the Save button, and then select Save as.
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Id File Type Agency Request Date Requested By Current Status File File

E] Full KS 1f11/2016 7:59:33 AM Ipeters1983@yahoo.com Ready KS.zip | Download |
10 Full EIRC 1/11/2016 8:03:45 AM lindsaywpeters@gmail.com Ready EIRC.zip | Download |
13 Full csx 1{11/2016 9:24:05 AM Itran@csx.com Ready CSX.zip | Download |
15 Full BNSF 1/11/2016 9:31:45 AM itran@bnsf.com Error | Download |
16 Full EIRC 1/12/2016 10:14:20 AM lindsaywpeters@gmail.com Pending Download

17 Full KS 1122016 10:55:03 AM | Ipeters1983@yahoo.com Pending Download

18 Full csX 1/12/2016 2:39:49 PM Itran@csx.com Pending Download

19 Full up 1/12/2016 2:47:16 PM Itran@up.com Pending Download

View Privacy Policy | Contact U B ol 1o "@e YR a1 1= o3 12 arrow,
and then select Save as.

\

Do you want to open or save CSX.zip (160 KB) from test.fra.dot.gov? Open Save |~ Cancel

H100% -

Figure 39: IE Browser User Prompting to Download the File

5. A Save as windows dialog box will open displaying your computer’s file directory.
Navigate to the location where you want to save the file, enter a friendly name into
the File name field, and then press the Save button.

6. Find a location on your computer to save the file. In the File name file, you may
rename the file (if you wish), and then press the Save button.

7. Once the file is save, use a ZIP extractor to extract the Excel file.

User Management

Use the Manage GCIS Users page to update your profile information, manage all registered
GCIS users, and create new users with the role of GCIS Admin, FRA Admin, or Data Tech
Analyst. You may also create new delegation requests from this page.

Note: Only user(s) with the role of GCIS Admins can create another GCIS Admin user. User(s)
with the role of FRA Admins and Data Tech Analyst can only create another FRA Admin or Data
Tech Analyst account, but not a GCIS Admin account.

Understanding the User Management Page

This section provides a description on how to read, navigate, and understand the Manage
GCIS Users page (Figures 40 and 41).
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

e
Update your profile info (and

any registered GCIS users)

W’ N ment Click to view list of all Pending,

pending Users’ Active Users' Inactive Users Active, and Inactive registered users

Manage My Profile

First Name: * ISuper Last Name: *|User | Phone Number: *|703-204-0090
Update My Profile

Click to save
your changes

/N

Manage My Users
section not visible

View Privacy Policy | Contact Us

Figure 40. Manage GCIS Users Home Page (View for GCIS Admin & Data Tech Analyst)
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Agency Change Welcome John Doe (FRA Admin) [ Sign Out]
(‘ Federal Railroad Administration

Office of Safety Analysis

Add New Crossing | File Upload Reports
Update your profileinfo (and RS M [ B

any registered GCIS users)

GCISH M t o . N .
_\\/4, anagemen Click to view list of only Pending,

(YT TP Active Primary Users | Inactive Primary Users Active, and Inactive Primary Users

Manage My Profile

First Name: * lJohn Last Name: *|Doe | Phone Number: *|703-204-0090

Update My Profile

Click to save
your changes

Manage all registered
users of GCIS

View Privacy Policy | Contact Us

Figure 41. Manage GCIS Users Home Page (View for FRA Admin)

User Profile

This tab will be available and displayed to all registered GCIS users. In this section, you will be
able to update your profile information along with any registered user of GCIS. To view and
update your profile information, click on the section header labeled Manage My Profile. To
manage and update registered GCIS users, click on the section header labeled Manage My
Users.

Manage My Profile

You will be able to update your profile information by completing the First Name, Last Name
or Phone Number field.

Once all updates have been made, press the Update My Profile button to save the changes.

Manage My Profile

User | Phone Number: *|703-204-0090

First Name: * |Super Last Name: *

Update My Profile

Figure 42. Manage My Profile Section

Manage My Users

This section will allow you the ability to update the profile of any registered GCIS user. You can
also filter the list by entering a value into any of the fields provided (First Name, Last Name,
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Email Address) (Figure 43).
1. Click on the section header labeled Manage My Users.

-

To view a list of all users, just press the Search button. You can narrow your search results by entering the user's first name, last name, or email address, then press
the Search button.
First Name: l:l Last Mame: l:l Email Address (Username}: | | | Search |
[First Mame{Last Name Email Address (Username) User Role Phone Number Agency Code Active Date|Deactivation Date{Account Locked?| Status |Comments (Opti }Acti
A B 123456@de com Primary User | 123-456-7830 | DART  |04/28/2014)  D5/23/2014 Mo Inactive a Edit
Eprhem |Shiferaw2|a little lengthy. but fine@dept.example.com| Primary User | 500-000-0000 0000 03/13/2013| 06/23/2014 Mo Inactive| ¢ Edit
Test Users a@Test.users FRA Admin  |111-111-1111 FRA  [12/27/2013| 08/15/2014 Mo Inactive a Edit
us=r nams abcd@:xyz.com GCIS Admin 593-444-4444 FRA 12/06{2013 Mo Active ¢ Edit

Figure 43. Manage My Users Section

2. Locate the user you wish to update, and then press the Edit link located in the Action
column. The system will change the fields in the selected row into editable fields
(Figure 44). You can also click on any of the column header displayed in blue to sort the
values in that column in ascending or descending order.

Manage My Users.

To view a list of all users, just press the Search button. You can narrow your search results by entering the user’s first name, last name, or email address, then press
the Search button.
First Name: Last Mame: Email Address (Username): Search
A Deactivation/Ac d
First Name Last Name Email Address (Username) User Role Phone Number genwmwe Date SELEE Duunj Status
Code Date Locked? [{
A B 123456 @de.com Primary User 1234567290 | DART [04/28/2014|06/23/2014| No Inactive
Eprhem Shiferaw2 a little.lengthy.butfine @dept.example.com Primary User 500-000-0000 | 0000 (05/1%/2013|05/23/2014| No Inactive
Test [users 3@Test users FRA Admin [111-111-1111] FRa [12/27/2013 08/13/2014| No |[Inactive] v ]
user name abcd @xyz_com ‘GCIS Admin 393-444-4444 | FRA |[12/06/2013 No Active
A Janowv ajanov@actionst.com Primary User 703-204-0030 | AVR |(09/17/2013|08/13/2014| No Inactive

Figure 44. Selected Row in Edit Mode

3. Update the user’s profile by performing any of the following actions listed below:

a. To update the profile information, enter the new information into the First
Name, Last Name, and/or Phone Number field.

b. To deactivate a user’s account, change the Status column from Active to
Inactive. Deactivating a user’s account will prevent the user from logging into
GCIS. To reactivate a user’s account, change the Status column from Inactive to
Active. For an account that is being reactivated, the selected user will receive
an email notification containing their temporary password and instructions to
log in and reset their password.

c. To reset the user’s password, check the box for Reset Password?. The selected
user(s) will receive an email notification containing their temporary password
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and instructions to log in and reset their password.
Note: Only accounts with the Status of Active can have their password reset.
For Inactive accounts, the Reset Password? checkbox will not be visible.
4. Once complete, press the Update link located in the Action column. To exit and cancel
all changes, press the Cancel link. If the update was successful, the system will display
a confirmation message in a popup window (Figure 45).
5. You can also delete a user by selecting the Delete button in the Delete? column.
When prompted as to whether you want to delete the selected account, select
Confirm to delete or Cancel to cancel the request.

Note: Only one user may be updated at a time.

The selected user’s profile has been successfully updated. If a Password
Reset was requested, an email notification has been sent to the user
containing their temporary password.

Figure 45. User Profile Information Update Successful Message

6. Pressthe Ok button to return to the Manage GCIS Users page.
Pending/Active/Inactive Users

The Pending Users tab will be displayed only if the agency has newly registered accounts
requiring review of the request and approval. The Active Users tab will be displayed listing all
active users of GCIS. The Inactive Users tab will only be displayed if there are inactive users of
GCIS (Figure 46).
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[T Federal RR Administration [FRA | v IeIERES] Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
@7 Office of Safety Analysis

e e e i e il M

Man{ New Account List of inactive GCIS
e Registration Requests users
N

U GEN  Pending Users.  Active Users | Inactive Users

Manage My Profile List of active GCIS
First Name: * |Super | Last Name: * |User users 03-204-0090

Figure 46. Pending/Active/Inactive Users Tab

Pending Users

1. Click on the Pending Users tab. The system will display a table listing all new
registration requests for GCIS (Figure 47).
Note: A Legend will also be displayed providing a brief description of what each image
located under the Email Status column means.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

e e e e R R R

Manage | select user by
casuomes| checking this box

User Profile ; A AU 80 Active Users Inactive Users

[ [ I T
/ Username First Name Last Name Agency Type Agency Code ‘I Phone Number User Role ‘I Email Status Comments (Optional)
] ]
v 1 1
[ |kmitiku@pa.com kelly m State PA 575-225-5555  |Secondary User @ ¢
D :lpasu@pa,org PA v 939-: L a
— | Press Approve button to i Press Reject button to
| |secondaryl@cp.com cP 666-§] ¢
accept the request , deny the request
-[] }vriddtestl@damest.uvg ‘ KKKKK e - ?ART ] 3913 _ I & a
pprove | Reje
Legend
a The user’s email address matches the primary user’s email exchange
\ The user’s email exchange is unknown
g The user’s email does not match the primary user’s email exchange . .
: Explanation of image located

under Email Status column

View Privacy Policy | Contact Us

Figure 47. Pending Users Table

2. Check the box(es) located in the first column to select the user(s). Multiple users can
be approved or rejected simultaneously.

3. The Approve and Reject buttons will be enabled. Press either the Approve button to
accept the request or the Reject button to deny the request. For all users that were
approved, an email notification will be sent to the user’s email address (also their
username) containing their temporary password along with instructions to reset their
password.

4. Depending on the action taken (either Approved or Rejected), the system will display a
confirmation message in a popup dialog box (Figure 48).

48
Grade Crossing Inventory System (GCIS) v2.5.0.0 Admin Web User Guide
Document Revision Date: 12/28/2016



Federal Railroad Administration Highway-Rail Crossing Division

All selected users have been approved.

o< 1

Figure 48. Confirmation Message for Approved Secondary Users

5. Press the Ok button to return back to the Manage GCIS Users page.
Note: If there are not any pending GCIS users, the Pending Users tab will no longer be

displayed.
Active Users
1. Click on the Active Users tab. The system will display a table listing all active users of
GCIS (Figure 49).
Note: A Legend will also be displayed providing a brief description of what each image
located under the Email Status column means.
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I Y-V Federal RR Administration [FRA | v IeERES Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
&

Office of Safety Analysis

e e e e B e e el

Manage G{

Select user(s) by
GasHome>Us| - checking this box

User Profile P; Ars Inactive Users

%Jsemame FirstName | LasthName | Agency Type | Agency Code Phone Number User Role Email Status Comments (Optional)
D abcd@xyz.com user |name FRA Internal FRA 999-123-6777 |GCiS Admin \ a
[J |ekumud@aol.com Dom }Akumu Railroad KCS 301-111-2222  [Secondary User 8 a
[] |atlevy18@aot.com Vick |Hoffman FRAInternal  |FRA 301-946-4762  |Data Tech Analyst \ a
D AMamani@frasafety.ent Mamani |Mamani FRA Internal FRA 703-204-0090 |GCIS Admin \ ¢
|
[] amanda.janov.ctr@dot.gov Amanda |lanov State 1A 703-204-0090  (Primary User \ ¢
D andrew.martin@dot.gov Andrew Martin Railroad ACWR 202-493-6297  |Primary User 8 a
[] angelica.mamani.ctr@dot.gov Angelica iMamsni FRA Internal FRA 703-204-0090 |GCiS Admin \ a
D ashakoor@frasafety.net ‘Abdul %Shakocr “Raiimad CSX 301-221-5994 |GCiS Admin e a
[ |onst-lv@test.com . BNSF 111-111-1111 [Secondary User 0 ¢
— | Press Deactivate button to =
[:] BNSFpu@bnsf.com remove userls access BNSF 012-345-6789  |Primary User u a
|<<>>[ Page:10of 16
Deactivate
Legend
a The user’s email address matches the primary user’s email exchange
\ The user’s email exchange is unknown —_— [
. ; o Explanation of image located
The user’s email does not match the primary user’s email exchange
- under Email Status column

View Privacy Policy | Contact Us

Figure 49. Active Users Table

2. Check the box(es) located in the first column to select the user(s). Multiple users can
be deactivated silmultaneously.

3. The Deactivate button will be enabled. Press the Deactivate button to prevent the
selected user(s) from further access to GCIS.

4. The system will display a confirmation message in a popup dialog box that the selected
user(s) have been deactivated.

5. Press the Ok button to return to the Manage GCIS Users page.

Inactive Users

1. Click on Inactive Users tab. The system will display a table listing all inactive users of
GCIS (Figure 50).
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Note: A Legend will also be displayed providing a brief description of what each image
located under the Email Status column means.

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

e e B e B e el M N

Manage G| select user(s) by
casuomesu] checking this box

User Profile P; sers  Active Users W

|
// Username First Name Last Name | Agency Type | Agency Code | Phone Number User Role Email Status | Comments (Optional)
) ) [o.:
[] 123456@de.com A B Transit DART 123-456-78%0 |Primary User \
=3y |
[:\ a.little.lengthy.but.fine@dept.example.com Eprhem Shiferaw2 |0 0000 S00-000-0000 EPrimary User \
[] |z@Test.users Test Users FRAIntzrnal |FRA 111-111-1111 |FRA Admin \ a
[:] ajanov@actionet.com A Janoww Railroad AVR 703-204-00%0 EPrimary User a o
[:' albert_levy@comcast.net Vicki Hoffman Railroad AB 301-123-4567 |[Secondary User g ¢
= |
[] amamani@frasafety.com angelica mamani Railroad KCS 703-204-00%0 iPrimary User G ¢
D amamani@frasafety.net Angelica Mamani Railroad NS 703-204-0090 |Primary User g a
. |
[] arepu@are.com Press Act|vate button to Railroad ARE 111-111-1111 EPrimarv User \ ¢
D Don.Hamilton.CTR grant user access to GCIS ton Railroad AFLR 555-333-3666 |Primary User \ ¢
: . \ r
[:] hawaiiprimary@email.com ‘Iuke gnb State HI 777-777-7777 fPrimary User \
1<< > Page:10f2
Activate
Legend
a The user’s email address matches the primary user’s email exchange
" N N ") . .
\ The user’s email exchange is unknown Explanatlon of image located
6 The user’s email does not match the primary user’s email exchange under Emall Status c°|umn

View Privacy Policy | Contact Us

Figure 50. Inactive Users Table

2. Check the box(es) located in the first column to select the user(s). Multiple users can
be activated silmultaneously.

3. The Activate button will be enabled. Press the Activate button to grant the selected
user(s) access to GCIS.

4. The system will display a confirmation message in a popup dialog box that the selected
user(s) have been reactivated. The selected user(s) will receive an email notification
containing their temporary password and instructions to log in and reset their
password.
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5. Press the Ok button to return back to the Manage GCIS Users page.

Delegations

The Delegations page will provide you the ability to set up new delegations and view a listing
of all existing delegation requests approved by FRA. Once FRA has received and approved the
written notification from both the Delegating and Delegated Agency, the FRA Admin will enter
GCIS and setup these approved requests. Once the setup is completed, you may view them on
this page. The Delegation Wizard section will allow you to set up new delegation requests.
The Delegations section will display a table with information containing the delegating and
delegated agency name.

Delegation Wizard

There are only 2 scenarios in which a delegation can be set up and they are:

a. Railroad delegates authority to a State: All of the Railroad’s crossings within that State
are delegated and can be completed by that State

b. Subsidiary Railroad delegates to a parent Railroad: All of the subsidiary’s crossings can
be completed by the parent company

The following section takes you through the process of setting up a new delegation request
between two agencies if one of the two criteria listed above is true.

1. Hover over the User Management tab located in the top navigation until the sub-
menu items display.

2. Click on Delegations.

3. The Delegation Wizard section will display by default. (Figure 51)

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

e e e e e e e e

Delegations

GCIS Home > User Management > Delegations

Delegation Wizard

EE BV ERETE S EY please complete the fields below.

Finish
Delegating Agency Type: * Select One... Vv

Delegating Agency: * Select One..... VI

Delegated Agency Type: * Select One... V|
* Select One..... v|

Delegated Agency:

Figure 51. Delegation Wizard
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4. For the Select Agency/State step, complete the Delegating Agency Type, Delegating
Agency, Delegated Agency Type, and Delegated Agency field, and then press the Next
button.

Note: Any fields marked with a red asterik (*) require a value.

5. On the Finish step, verify that the setup between the delegating and delegated agency
is correct, and then press the Finish button. To correct any fields, press the Back
button or exit the wizard by pressing the Cancel button.

6. If the setup was successfully submitted, a confirmation message will display in a popup
dialog box (Figure 52).

The delegation request was successfully submitted.
| OK |
Figure 52. Delegation Requests Setup Success Message
7. Press the OK button to return back to the Delegations page.
Delegations

The following section takes you through the process of viewing, cancelling, and adding
comments to delegation requests that have already been set up.

1.

Click on the Delegations section header displayed below the Delegation Wizard to
display a listing of all delegation requests.

Note: The agency names displayed in Figure 53 below are notional and not intented to
represent any specific user or business relationship.

53
Grade Crossing Inventory System (GCIS) v2.5.0.0 Admin Web User Guide
Document Revision Date: 12/28/2016




Federal Railroad Administration Highway-Rail Crossing Division

IV-CUteTl Federal RR Administration [FRA | v IeEREE Welcome Super User (GCIS Admin) [ Sign Out ]

(‘ Federal Railroad Administration
@ Office of Safety Analysis

User Management Admin Tools

BNSF has delegated and granted VA access to
update crossing records on behalf of BNSF

Delegations
/ I
Delegating Agency ated Agency Type Delegated Agency
UO has been delegatedto |
BNSF St .

o 1 update BNSF crossing n

csX Railroad up Cance|

BNSF Railroad uo’ ¢ Cancel|

cP Stat PA ¢ Cance|

BPRR State PA o Cancel|

Page: 10f4

Figure 53. Delegations Table

2. To add comments, click on the ¢ icon located under the Comments (Optional)
column.

3. A Comments dialog box will display. Enter your comments, and then press the Ok
button. To exit the window without saving, press the Cancel button. (Figure 54)

Welcome Super User (GCIS Admin) [ Sign Out]

Federal Railroad Admimstration

Comments

Ok Cancel

State A C))
Railroad e C/

Figure 54. Adding Comments
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4. Once the dialog box closes, your comment is saved. You can view your comments by

pressing the ’ icon. Your previous comments will be displayed in the Existing
Comments section.

TNE  Change Welcome Super User (GCIS Admin) [ Sign Out]

Federal Railroad Administration

Office of Safety Analysis

Wome. || View Crossings | uUpdateCrossings | AddNewCrossing | FileUpload ‘. |

Delegations

GCIS Home > User Management > Deleg Comments
Xistin A
BNSF requested te cancel this delegation W
A
v
Delegating Agency Ok || Cancel mments (Optional) Action
eNss State 7 @

.

Figure 55. Viewing Existing Comments

5. To cancel an existing delegation request, press the Cancel button located under the
Action column. The system will display a message asking if you want to cancel the
delegation.

Welcome Super User (GCIS Admin) [ Sign Out ]

Federal Railroad Administration
Office of Safety Analysis

Delegations

GCIS Home > User Management > Delegations

| Are you sure you want to cancel this delegation? This action cannot be |-

| Yes | Mo |

Delegating Agency Delegated Agency Type Delegated Agency Comments {Optional) Action

AB Railroad ABCX d Cancal

Figure 56. Confirm Delegation Cancellation Message

6. Pressthe Yes button to confirm the cancellation or No to exit.
Add Internal User

The Add Internal Users page will provide you the ability to create a new internal Application
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Administrator and assign them the role of GCIS Admin, FRA Admin, or Data Tech Analyst.

The following section takes you through the process of creating a new internal user.

1. Hover over the User Management tab located in the top navigation until the sub-
menu items display.

2. Click on Add Internal User.

3. The Add New Internal User Wizard section will display by default. (Figure 57 and 58)

Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

View Crossings Update Crossings Add New Crossing File Upload Admin Toaols Reports

Manage GCIS Users

GCIS Home > User Management > Add Internal Users
As a GCIS Admin, user can
st bl create any user role including

Please enter the new user’s information in the fields below. The email another GCIS Admin GCIS
application. The user must not currently exist in GCIS.

First Name:*

Last Name:*

Phone Number:*

Email Address
(Username): *

* e ) ~
User Role: O ceis admin O FrA Admin O Data Tech Analyst

Figure 57. Add Internal User Page (GCIS Admin)

I\ Federal RR Administration [FRA | v IeERES Welcome John Doe (FRA Admin) [ Sign Out]

t‘ Federal Railroad Administration
@ Office of Safety Analysis

e e e o

Manage GCIS Users

GCIS Home > User Management > Add Internal Users

As an FRA Admin (or Data Tech
LR S ARSI B Analyst), user cannot create a GCIS

[Enter U: Info . . . .
ver =2 Please enter the new user's information in the fields below. The en3 Admin user. This radio button is

Fish application. The user must not currently exist in GCIS. disabled

First Name:* )

Last Name:*

Phone Number:* = |

Email Address ~

{(Username): * | ,/ I

User Role:* GCIs Admin O FRA Admin O Data Tech Analyst
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Figure 58. Add Internal User Page (FRA Admin & Data Tech Analyst)

1. On the Enter User Info step of the wizard, complete the First Name, Last Name, Phone

Number, Email Address (Username), select a User Role, and then press the Next
button.

Note: Any fields marked with a red asterik (*) require a value.

On the Finish screen, verify that all information entered is correct and then press the
Finish button. To make any changes, click on the Back button and to exit the wizard
without creating a new user, press the Cancel button.

Once the user has been successfully created, the system will display a confirmation
message. Press the Ok button to return back to the Add Internal Users page.

User has been successfully added and will receive an email with temporary
password and sign in instructions.

Figure 59. Add New Internal User Success Message

Admin Tools

The Administration Tools page provides you the ability to add new or update existing lookup
values. Lookup values are data or information that is used throughout the GCIS web
application. This page allows you to update the following information:

Error Messages used to display validation errors after a crossing record has been
submitted

FAQs are displayed under the Help section containing a list of questions and answers
related to the GCIS v2.0 site, submissions using the Online Grade Crossing Inventory
Form, and the Public and Secure Safety Data API sites

Functional Classification used to populate Part V.2 of the Online Grade Crossing
Inventory Form

HSR Corridor used to populate Part [.26 of the Online Grade Crossing Inventory Form
MUTCD Codes used to populate Part Ill.2.J of the Online Grade Crossing Inventory
Form

The following section takes you through the process of creating new or updating existing
lookup values.

Note: The system will not allow you to create new lookup values for Error Messages, as they
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must be linked to validation rules.

1. Click on Admin Tools located in the top navigation. The Administration Tools page will
display.

Error Messages

The system will only allow you to update existing error messages, but not add new ones.

2. Under the Manage Lookups section, for the Lookup Types field, select Error Messages.
A list of all system generated error messages will be displayed in the table.
Note:
* You can sort the records by clicking on the blue text for each column header to
sort in ascending or descending order.
= You can page through the table using the page number or arrows located below

the table.
Manage Lookups
Lookup T\,rpes:|Err0r Messages v|
Code Section Name Error Description sert Action
Order
150 Header Field |.7: Primary Operating Railroad can not be :ﬂaﬂgedfnless "Change in Primary Operating Railroad” is selected as o Edit
Reason For Update.
so1 Header There is already data for this Crossing Number or your agency no longer has access to this crossing beause it is now 0 Edit
associated with another agency.
503 Header Please enter a valid record type. [1] Edit
504 Header A user from your agency is already working on a different record type for this crossing. [1] Edit
505 Header There is no existing data for this crossing. Please select "New Crossing” as the Reason for Update™. 1] Edit
ool Header A: Revision date must be the current date and must be in the correct format: MM/DD/YYYY. 1 Edit
ooz Header B: A Reportimg Agency must be selected. 2 Edit
003 Header C: A Reason for Update must be selected. El Edit
ic8 Header C: No changes to existing data can be made when "Date Change Only" is selected. 4 Edit
502 Header C: State users may not add new crossings, unless they have been delegated to do so. E Edit
Pags:1of 16

Figure 60. Error Messages Table

3. To update an existing error message, click on the Edit link located under the Action
column. The system will change the fields in the selected row into editable fields
(Figure 61).
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Manage Lookups

Lockup Types: |Error Messages v

System Generated Error Messages

Code) Section Name Error Description Sort Order Action
Field I.7: Primary Operating P

160 || Header [v]|railroad can not be changed |C| | Update Cancel
unless "Change in Primary v
There is already data for this Crossing Number or your agency

501 Header no longer has aocess to this crossing beause it is now associated 1] Edit

with another agency.
503 Header Plzaszs enter a valid record type. 1] Edit

Figure 61. Record in Edit Mode

4. Update the record by performing any of the actions listed below:

a. To change the Section Name, click on the drop-down list down arrow and
select a new value.
Update the text in the Error Description field.

c. Change the Sort Order by entering a numeric value.
Note: The Sort Order field is used to display the order in which the error
messages will display on the Online Grade Crossing Inventory Form.

5. Once complete, press the Update link located in the Action column. To exit and cancel
all changes, press the Cancel link. If the update was successful, the system will refresh
the data in the table. Locate the item that was just updated to confirm the change was
made.

FAQs

The system will allow you to add new and update existing FAQs. To update an existing FAQ,
follow steps 2 — 5. To add a new FAQ, follow steps 6 — 8.

Update Existing Value

2. Under the Manage Lookups section, for the Lookup Types field, select FAQs. A list of
all Frequently Asked Questions will be displayed in the table.
Note:
* You can sort the records by clicking on the blue text for each column header to
sort in ascending or descending order.
e You can page through the table using the page number or arrows located below
the table.
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Manage Lookups

Lookup Types: I FAQs

V]

Code Section Name

Question

Answer

Status

219 Part|

Why must | complete different fields for
different crossings?

GCIS requires certain information based on the type of Crossing. For example,
users who are submitting data for a private, at-grade crossing only need to
complete Parts | and Part ||, while users submitting data for public, at-grade
crossings must complete the entire form. Public crossings are open to public
tra i i r safety purposes.

220 Partil What is a validation error?

Active

A validation error may occur when there is 2 problem with the data entered. The
data entered may not be in the correct format, requires 3 value but is left blank,
or the relationship between fields is not complete or accurate. For example, 2
validation error would occur if Part 111.2.F: Pavement Markings is left blank for a
public, at-grade crossing. A validation error would also occur if anything other
than "None" is selected in this field, but in Part IV.2: Is Roadway Paved?, "No" is
selected. There cannot be any pavement markings if the roadway is not paved,
therefore, a validation error would occur.

Active

221 General

Why does GCIS display error messages
for optional fields?

Error messages will be displayed for optional fields when the data entered is
incomplete or not in the correct format. If data is entered in 2n optional field,
that data must be valid.

Active

m
a

222 General

Why does GCIS automatically disable
some fields?

GCIS automatically disables certain fields based on selections made in previous

fields. This was done in order to preserve the quality and accuracy of the crossing

data. For example, if 2 user selects “No” in Part .24 to indicate that there is no

other adjacent crossing with a separate crossing number, that user will not be
allowed to enter a crossing number.

Active

223 General

+ Add

|Why were some of the values in existing
fields dropped?

The previous version of the Grade Crossing Inventory Form contained a number
of fields that allowed users to enter open text. In order to gather more accurate,
useful data, FRA has changed these fields to require selections from a pre-
determined list. These lists were compiled with input from industry professionals
and the comments received throughout the rule making.

Active

Edit

Page:10f9

Figure 62. FAQs Table

3. To update an existing question and answer click on the Edit link located under the
Action column. The system will change the fields in the selected row into editable

fields.

Manage Lookups

Loo

Code Section Name Question

kup Types: | FAQs

Answer Sort Order Status Action
Why must I Al |GCIS requires certain information ~ _
213 ||Part | - complete v based on the type of Crossing. For > |ﬂ | Active - Update Cancel
different lexample, ugers who are submitting

222

Why does GCIS automatically
disable some fields?

General

GCIS automatically disables certain fields based on selections made in
previous fields. This was done in order to preserve the quality and accuracy
of the crossing data. For example, if 2 user selects "No” in Part 1.24 to 1
indicate that there is no other adjacent crossing with a separate crossing

mumber, that user will not be allowed to enter a crossing number.

Active

Edit

The previous version of the Grade Crossing Inventory Form contained a

Figure 63. Record in Edit Mode

4. Update the record by performing any of the actions listed below:
a. To change the Section Name, click on the drop-down list down arrow and

select a new value.

b. Update the question by entering the new text into the Question field.

c. Update the answers to the questions by entering the text into the Answer field.

d. Change the Sort Order by entering a numeric value.
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Note: The Sort Order field is used to display the order in which the error
messages will display on the Online Grade Crossing Inventory Form.

e. Set the Status to either Active or Inactive.
Note: Inactive items will no longer be displayed within GCIS.

5. Once complete, press the Update link located in the Action column. To exit and cancel
all changes, press the Cancel link. If the update was successful, the system will refresh
the data in the table. Locate the item that was just updated to confirm the change was
made.

Add New Value

6. At the bottom of the table, there is an + Add button. Click on the button to add a new
blank row to the table.

Manage Lookups
Lookup Types: | FAQs 4
Lode| Saction Name Question Answer Sort Order Status Action
-1 ||General w | | Active | w || Update Cancsl
GCIS requires certaim information based on the type of Crossing. For
example, users who are submitting data for a private, at-grade crossing only
Why must | complete different . L . . .
215 Part| _ - need to complete Parts | and Part I, while users submitting data for public, 0 Active Edit
fizlds for different crossings? ) ) ) )
at-grade crossings must complete the entire form. Public crossings are open
to naihlic frawsl and tharefars ramsire mnrs infoeonatinn for cafate nornoese

Figure 64. New Row for Adding a New FAQ

7. Add the new record by performing any the actions listed below:
a. Select the Section Name by clicking on the drop-down list down and select a
new value. The system will default to General.
Add the new question by entering text into the Question field.
Enter the answer to the question provided by entering the text into the Answer
field.
d. Enter a Sort Order number.
Note: The Sort Order field is used to display the order in which the error
messages will display on the Online Grade Crossing Inventory Form.
e. The system will default the Status to Active (leave the current value selected).
Note: Inactive items will no longer be displayed within GCIS.
8. Once complete, press the Update link located in the Action column to save the new
guestion and answer. To exit and cancel all changes, press the Cancel link. If the item
was successfully added, the system will refresh the data in the table.

Functional Classification

The system will allow you to add new and update existing Functional Classification codes and
descriptions. To update an existing value, follow steps 2 — 5. To add a new value, follow steps
6 —8.
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Update Existing Value

2. Under the Manage Lookups section, for the Lookup Types field, select Functional
Classification. A list of all Functional Classifications will be displayed in the table.

Note:

* You can sort the records by clicking on the blue text for each column header to

sort in ascending or descending order.

* You can page through the table using the page number or arrows located below

the table.

Manage Lookups

Lookup Types: | Functional Classification v

Functional Classification
Id | Code Description Status LastUpdated LastUpdatedBy Action
11 1 (1) Interstate Active 8/5/2014 10:17:21 AM superuser@frazafety.net Edit
12 2 {2} Other Freeways and Expressways Active 3/12/2014 11:22:22 AM Itran@frasafety.net Edit
13 3 (2] Other Principal Arterial Active 3/10/2014 2:37:11 FM mitiku kalkidan.ctr@dot.gov Edit
16 4 (4) Minor Arterial Active 3/13/2014 1:07:54 PM mitiku kalkidan.ctr@dot.gov Edit
17 5 (5] Major Collector Active 4/4/2014 9:38:51 AM superuser@frasafety.net Edit
18 [ [6) Minor Collector Active 3/10/2014 2:36:56 PM mitiku_kalkidan.ctr@dot.gov Edit
19 7 {7} Local Active 4/4/3014 9:57:08 AM superuseri@frasafety.net Edit

Figure 65. Functional Classification Table

3. To update an existing value, click on the Edit link located under the Action column. The
system will change the fields in the selected row into editable fields.

Manage Lookups

Lookup Types: | Functional Classification w

Functional Classification

Id Code Description Status LastUpdated LastUpdatedBy Action

11 |1 | |[1] Interstate | £/5/2014 10:17:21 AM | superuser@frasafety.net |Update Cance
12 2 {2} Other Freeways and Expressways Active 3/12/2014 11:22:22 AM Itran@frasafety.net Edit

13 3 |2} Other Principal Arterial Active 3,/10/2014 2:37:11 PM |mitiku_kalkidan.ctr@dot_gov Edit

16 4 (4) Minor Arterial Active 3/13/2014 1:07:54 PM |mitiku.kalkidan.ctr@dot.gov Edit

Figure 66. Record in Edit Mode

4. Update the record by performing any of the actions listed below:
a. To change the system code, enter the new value.
b. To change the Description, enter the new description.
c. Set the Status to either Active or Inactive.
Note: Inactive items will no longer be displayed within GCIS.
5. Once complete, press the Update link located in the Action column. To exit and cancel
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all changes, press the Cancel link. If the update was successful, the system will refresh

the data in the table. Locate the item that was just updated to confirm the change was
made.

Add New Value

6. At the bottom of the table, there is an + Add button. Click on the button to add a new
blank row to the table.

Manage Lookups
Lockup Types: | Functional Classification ~
unctional Classification
Id Code Description Status LastUpdated LastUpdatedBy Action
£ | | | | Active | v Update Cance
11 1 (1) Interstate Active 8/5/2014 10:17:21 AM | superuser@frazafety.net Edit
12 2 |2} Other Fresways and Expressways Active 3f132/2014 11:22:32 AM ftran @frasafety.net Edit
13 3 {2) Other Principal Arterial Active 3/10/2014 2:37:11 PM |mitiku.kalkidan.ctr@dot.gov Edit

Figure 67. New Row for Adding a New Functional Classification

7. Add the new record by performing any the actions listed below:
a. Enter the new system code into the Code field.
b. Enter the description in to the Description field.
c. The system will default the Status to Active (leave the current value selected).
Note: Inactive items will no longer be displayed within GCIS.
8. Once complete, press the Update link located in the Action column to save the new
value. To exit and cancel all changes, press the Cancel link. If the item was successfully
added, the system will refresh the data in the table.

HSR Corridor

The system will allow you to add new and update existing HSR Corridor codes and
descriptions. To update an existing value, follow steps 2 — 5. To add a new value, follow steps
6 —8.

Update Existing Value

2. Under the Manage Lookups section, for the Lookup Types field, select HSR Corridor. A
list of all HSR Corridor IDs will be displayed in the table.
Note:

e You can sort the records by clicking on the blue text for each column header to
sort in ascending or descending order.

e You can page through the table using the page number or arrows located below
the table.
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Manage Lookups
Lookup Types: [HSR Corridor v|
Id Code Description Status LastUpdated LastUpdatedBy Action
1 CAC CALIFORNIA - LOS ANGELES - BAY AREA - SACRAMENTO Inactive 5/15/2014 6:22:59 PM superuser@frasafety.net Edit
2 CAV | CALIFORMIA - SAN DIEGO - LOS ANGELES - STOCKTON - SACRAMENTO/BAY AREA Active Edit
3 oCcC OHIO 3 C'5 - CLEVELAND - COLUMBUS - CINCINNATE Active Edit
4 CIC CHICAGD HUB - CHICAGO - INDIAMNAPOLIS - CINCINNATI Active Edit
5 CIL CHICAGO HUB - INDIANA EXTENSION: INDIANAPOLIS -LOUISVILLE Active Edit
6 CKD CHICAGO HUB - CHICAGO - KALAMAZOO - DETROIT Active Edit
7 CMM CHICAGO HUB - CHICAGO - MILWAUKEE - MINNEAPOLIS Active Edit
8 C3K CHICAGD HUB - CHICAGD - SPRINGFIELD - ST.LOUIS - KANSAS CITY Active Edit
9 CTC CHICAGO HUB - CHICAGO - TOLEDO - CLEVELAND Active 3/12/2014 5:57-48 PM superuser@frasafety net Edit
10 EMP EMPIRE - NEW YORK - ALBANY - BUFFALD Active 3122014 11:22:07 AM ltran@frasafety.net Edit

Page: 1 of 3

Figure 68. HSR Corridor Table

3. To update an existing value, click on the Edit link located under the Action column. The
system will change the fields in the selected row into editable fields.

Manage Lookups
Lookup Types: |HSR Corridor v
HSR Corridor
Id Code Description Status LastUpdated LastUpdatedBy Action
1 CAC CALIFORMIA - LOS ANGELES - BAY AREA - SACRAMENTO nactive | 5/15/2014 6:22:59 PM | superuser@frasafety.net Edit
2||CAV | |CALIFORNIA - SAN DIEGO - LOS ANGELES - STOCKTC| Active [ ~] Update Cance
3 ccC OHIO 3 C'5 - CLEVELAND - COLUMBIS - CINCINNATI Active Edit
4 cic CHICAGD HUB - CHICAGO - INDLANAPOLIS - CINCINNATI Active Edit

Figure 69. Record in Edit Mode

4. Update the record by performing any of the actions listed below:
a. To change the HSR Corridor code, enter the new value.
b. To change the Description, enter the new description.
c. Set the Status to either Active or Inactive.
Note: Inactive items will no longer be displayed within GCIS.

5. Once complete, press the Update link located in the Action column. To exit and cancel
all changes, press the Cancel link. If the update was successful, the system will refresh
the data in the table. Locate the item that was just updated to confirm the change was
made.

Add New Value

6. At the bottom of the table, there is an + Add button. Click on the button to add a new
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blank row to the table.

Manage Lookups
Lookup Types: |HSR Corridor v
SR Corridor
Id Code Description Status LastUpdated LastUpdatedBy Action
£ | | | | Active v Update Cancel
1 CAC CALIFORNIA - LOS ANGELES - BAY AREA - SACRAMENTO Inactive 5/15/2014 6:22:59 PM | superuser@frasafety.net Edit
2 CAV CALIFORNIA - AN DIEGO - LOS ANGELES - STOCKTOM - SACRAMENTO/BAY AREA Active Edit

Figure 70. New Row for Adding a New HSR Corridor

7. Add the new record by performing any the actions listed below:
a. Enter the new system code into the Code field.
b. Enter the description in to the Description field.
c. The system will default the Status to Active (leave the current value selected).
Note: Inactive items will no longer be displayed within GCIS.
8. Once complete, press the Update link located in the Action column to save the new

value. To exit and cancel all changes, press the Cancel link. If the item was successfully
added, the system will refresh the data in the table.

MUTCD Codes

The system will allow you to add new and update existing MUTCD codes and descriptions. To
update an existing value, follow steps 2 — 5. To add a new value, follow steps 6 — 8.

Update Existing Value
2. Under the Manage Lookups section, for the Lookup Types field, select MUTCD Codes.

A list of all MUTCD Codes will be displayed in the table.

Note:

You can sort the records by clicking on the blue text for each column header to
sort in ascending or descending order.

You can page through the table using the page number or arrows located below
the table.
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Manage Lookups

Lookup Types:[MUTCD Codes v|
Id Code Description Status LastUpdated LastUpdatedBy Action
1 1-12 Light Rail Station symb.ol Inactive 442014 10:14:40 AM superuser@frasafety.net Edit
2 -13 Emergency Motification Inactive 5/15/2014 6:22:01 PM superuser@frasafety.net Edit
3 I-13a Emergency Motification Active Edit
4 R10-11A Mo Turn on Red Active 3/31/3014 10:12:10 AM superuser@frazafety.net Edit
5 R10-6 Stop Here on Red Active 3/13/2014 11:49:56 AM superuser@frasafety.net Edit
3 R15-1 Highway-Rail Grade Crossing |Crossbuck) Active Edit
7 R15-2 Number of Tracks Active Edit
g R15-3P Exempt Active Edit
5 R15-4a Light Rail Only Right Lane Active Edit

10 R15-4b Light Rail Only Left Lane Active 3/28/2014 11:05:19 AM superuser@frasafety.net Edit

Page: 1 of 5

Figure 71. MUTCD Codes Table

3. To update an existing value, click on the Edit link located under the Action column. The
system will change the fields in the selected row into editable fields.

Manage Lookups
Lockup Types: [ MUTCD Codes v
Id Code Description Status LastUpdated LastUpdatedBy Action
1 |I—12 | |Light Rail Station symbol | Inactive| v | | 4/4/2014 10:14:40 AM | superuser@frasafety net | Update Cance!
2 -12 Emergency Motification Inactive 5/15/2014 6:22:01 FM | superuser@frasafety.net Edit

Figure 72. Record in Edit Mode

4. Update the record by performing any of the actions listed below:
a. To change the MUTCD code, enter the new value.
b. To change the Description, enter the new description.
c. Set the Status to either Active or Inactive.
Note: Inactive items will no longer be displayed within GCIS.
5. Once complete, press the Update link located in the Action column. To exit and cancel
all changes, press the Cancel link. If the update was successful, the system will refresh

the data in the table. Locate the item that was just updated to confirm the change was
made.

Add New Value

6. At the bottom of the table, there is an + Add button. Click on the button to add a new
blank row to the table.
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Manage Lookups

Lockup Types: [MUTCD Codes v

Id Code Description Status LastUpdated LastUpdatedBy Action
-1 | | | | Active | w Update Cance

1 l-12 Light Rail Station symbol Inactive 4/4/2014 10:14:40 AM | superuser@frasafety.nat Edit

2 12

Emergency Notification Inactive 5/15/2014 6:22:01 PM | superuser@frasafety.net Edit

Figure 73. New Row for Adding a MUTCD Code

7. Add the new record by performing any the actions listed below:
a. Enter the new system code into the Code field.
b. Enter the description in to the Description field.
c. The system will default the Status to Active (leave the current value selected).
Note: Inactive items will no longer be displayed within GCIS.
Once complete, press the Update link located in the Action column to save the new

value. To exit and cancel all changes, press the Cancel link. If the item was successfully
added, the system will refresh the data in the table.

Reports

The GCIS Internal Reports page will allow you to generate reports for pending, published, and
expired crossing data. This page provides three reports:

Agency Report — provides information for records that have been saved, published, or
expired for States, Railroads, and Transit agencies

Overdue Summary Report — shows a summary of all agencies that have not updated
their inventory records on time

Days Overdue Report — shows the agencies that have not updated their inventory
records on time

Understanding the Reports Page

Navigation

To navigate to the different reports available, click on the section tabs located within the
page.
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Agency Change Welcome Super User (GCIS Admin) [ Sign Out ]
(‘ Federal Railroad Administration

Office of Safety Analysis

T e e e e e e R

GCIS Internal Reports
GCIS Home > Reports

GCIS will allow internal users the ability to generate reports for pending, published, b by selecting the options located in
the various drop-down menus. Any drop-down menu marked with a red asterisk is 1] Click on the tabs to view

LR LA Overdue Summary Report.  Days Overdue Report the appropriate reports
|

This report shows information for records that have been saved, published, or expired for States, Railroads, and Transit agencies. The report may be filtered by
selecting the desired information from the drop-down menus provided. Anything marked with a red asterisk is required.
NOTE: For reports that return over 1,000 records, only the first 1,000 records will be exported to an Excel, Word, or PDF format

AgencuTuns* [Select One w| acencu*  [Select One vl nNateBange®  Eram Bl 1 itz

Figure 74. Reports Page

Page Numbers

Once generated, if the results are returned and displayed on more than one page, you can use
the pager located in the reports toolbar to navigate to different pages of the report.

To page through the report, click on the first, previous, next, or last page arrow or skip to a
specific page by entering the page number.

LY Overdue S y Report  Days Overdue Report

This report shows informati Entera page number to move to d for States, Railroads, and Transit agencies. The report may be filtered by
selecting the desired inform| - that page rked with a red asterisk is required.
NOTE: For reports that retul b exported to an Excel, Word, or PDF format

Agency Type:* |Railroad |CSX Transportation [CS V| Date Range:* From |01/01/2014 B 1o [08/202014 |E
Record Status: [Select One.... ) Reason for Update:  [Select One..... M

\

Crossing Type: [Sefact-Ona lossing P - V| Crossing Position: [Select One..... v|
First Page Next Page [ .
—

N N |
4 4 [t Jofs b bl @ [100% V] | Find | Next b~
Date Report Generaid ™% 14
A
Previous Page Last Page

Crossing ID Agency | Revision Date | Record Status Reason For Update Crossing Type Crossing Purpose | Crossing Position

226349A CSX 01/01/2014 Published Closed Public Highway RR Over
147264E CSX 01/01/2014 Published Closed Public Highway At Grade
146545K Csx 01/01/2014 Published Closed Public Highway At Grade

Figure 75. Report Paging

Export Report

The system will also allow you to export a copy of the report to an Excel, Word, or PDF file. A
report that returned more than 1,000 records, only the first 1,000 records will be exported. To
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export the report, click on the disk located in the ribbon toolbar and select either Excel, Word,
or PDF.

CTOSEME TypET [SEECTOTTE . - VT LTOSSME FUOTPOSET [SEETTUIME. . W CTOSEINE POSIIONT | Serec ome_—— "
Click on the disk to export
to Excel, PDF, or Word
4 4 019 - — l| Find .eTt_".r_gv
Date Report Generated: August 29, 2014 E Excel ;
(e
PDF
Word
Crossing ID Agency Revision Date | Record Status Reaszon For Update Crossing Type Crossing Purpose | Crossing Position
2263494 CSX 01/01/2014 Published Closed Public Highway RR Over
147264E CsX 01/01,/2014 Published Closed Public Highway At Grade

Figure 76. Export and Save a Copy of the Report

Once the report has been exported into the format specified, for Internet Explorer (IE)
browser users, you will see a download banner located at the bottom of the browser (Figure
77) with the option to Open, Save, or Cancel. Click on the down arrow located next to the
Save button, and then select Save as.

Note: The steps to saving a file varies depending on if your computer is running on Windows or
Mac and the type of browser you have installed on your computer (Internet Explorer, Firefox,
Safari, etc.). The steps documented below are for users using Internet Explorer (IE) browser.

[100%

4 4 0‘9 boobl @ Next b, -

Crossing Records by Status for CSX Transportation [CSX ]
# of Records Returned: 374

Il o

Date Report Generated: August 29, 2014

Crossing 1D Agency | Revision Date | Record Status Reason For Update Crossing Type Crossing Purpose | Crossing Position
226345A C5X 01/01,/2014 Published Closed Public Highway RR Owver
147264E CsX 01/01/2014 Published Closed Public Highway At Grade
146545K C5X 01/01,/2014 Published Closed Public Highway At Grade
146094) CsX 01/01/2014 Published Closed Private Highway RR Under
146088F C5X 01/01/2014 Published Closed Private Highway At Grade
Do you want to open or save AgencyReport.pdf from test.fra.dot.gov? Open Save | ¥ Cancel

Figure 77. Prompt to Save the File (IE Browser Users)

A Save as dialog box will open displaying your computer’s file directory. Navigate to the
location where you want to save the file, enter a friendly name into the File name field, and
then press the Save button.

Agency Report

1. Click on the Agency Report tab.
2. Select a value for Agency Type, Agency, and Date Range. You may filter the results
further by selecting a value for Record Status, Reason for Update, Crossing Type,
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Crossing Purpose, or Crossing Position.

3. Press the Generate Report button.

4. When the report is ready for viewing, it will be displayed below the filter parameters
(Figure 78).

LU Gl Overdue Summary Report  Days Overdue Report

This report shows information for records that have been saved, published, or expired for States, Railroads, and Transit agencies. The report may be filtered by
selecting the desired information from the drop-down menus provided. Anything marked with a red asterisk is required.
NOTE: For reports that return over 1,000 records, only the first 1,000 records will be exported to an Excel, Word, or PDF format

Agency Type:* Agency:*  [CSX Transportation [CS V| DateRange:® From [01/012014 |EH 10 08202014 |2

Record Status: [Select One... M eReason-’o'deate: [Select One.._.. M
Crossing Type: [Select One._... ~| Crossing Purpose: [Select One._... V| Crossing Position: [Select One..... v|
4 4 [L Jofs b bl & [100% v Find | Next [, -

Date Report Generated: August 29, 2014

Crossing ID Agency | Revision Date | Record Status Reason For Update Crossing Type Crossing Purpose | Crossing Position
2263494 CSX 01/01/2014 Published Closed Public Highway RR Over
147264E CSX 01/01/2014 Published Closed Public Highway At Grade
146545K CSX 01/01/2014 Published Closed Public Highway At Grade
146054] CS¥ 01/01,/2014 Published Closed Private Highway RR Under
146088F CSX 01/01/2014 Published Closed Private Highway At Grade
146008K CsX 01/01,/2014 Published Closed Public Highway RR Over
1445511 CsXY 0i/01/2014 Published Closed Private Highway At Grade
234492F CSX 01/01/2014 Published Closed Private Highway At Grade
234283X CSX 01/01/2014 Published Closed Private Highway At Grade
232395P CSX 01/01/2014 Published Closed Public Highway At Grade
B55228M CSX 01/01/2014 Published Closed Private Highway At Grade
nnraamTas e 4 tna tnoaa I Al [ A PP

Figure 78. Agency Report Generated

Overdue Summary Report

1. Click on the Overdue Summary Report tab.

2. Press the Generate button.

3. When the report is ready for viewing, it will be displayed below the Generate button
(Figure 79).
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Agency Report Days Overdue Report

This report shows a summary of all agencies that have not updated their inventory records on time.

Generate Report

M 4 [1 Jof2z b bl 4 [100% V]| | Find | Next L -
Overdue Summary Report
Date Report Generated: August 29, 2014

Railroad # of Overdue Crossings Total Crossings & oéfer:jirgs
up 24635 66032 37.31%
CSX 2574 53484 5.00%
KCS 1881 5423 34.69%
IC 1835 7259 25.28%
BMSF 1720 44691 3.85%
KO 1524 1945 78.35%
WSO0R 1411 1776 79.45%
CRSH 1254 2101 55.65%
CPRS 1203 1420 B4.72%
CC 1185 1591 55.52%

Figure 79. Overdue Summary Report

Days Overdue Report

1. Click on the Days Overdue Report tab.

2. You can generate the report to return the results for a specific agency by completing

the Agency Type and Agency field.

Note: This is optional.

Press the Generate button.

4. When the report is ready for viewing, it will be displayed below the Generate button
(Figure 80).

w
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Agency Report  Overdue Summary Report

This report shows the agencies that have not updated their inventory records on time. You may filter the results either by using the Agency Type and Agency drop-
down menus below.
MNOTE: For reports that return over 1,000 records, only the first 1,000 records will be exported to an Excel, Word, or PDF format

Agency Type: Railroad v| Agency: |CSX Transportation [C3X ] v

Generate Report

4 4 [t Jof2a b Bl & [100% v | Find | Next i, -
Days Overdue Report
# of Crossings Overdue: 1000
Date Report Generated: August 29, 2014
Crossing ID Railroad Revision Date Crossing Type Crossing Purpose Crossing Position # of Days Overdue

3467208 C5X 01/01/1970 Public Highway RR Owver 15215
624991y CSX 07/11/1986 Private Highway At Grade 9180
627298A C5X 11/30/1987 Private Highway At Grade BG673
6283500 CSX 10/03/1989 Private Highway At Grade 2000
628391K C5X 10/03/198%9 Private Highway At Grade 8000
624602R CSX 12/31/1989 Private Highway At Grade 7911
624601) C5X 12/31/1989 Private Highway At Grade 7911
6214194 CSX 12/31/1985 Private Highway At Grade 7911
154047W C5X 02/23/1992 Private Highway At Grade 7121

Figure 80. Days Overdue Report
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